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1. INTRODUCTION

This document provides the step-by-step process for a Constitutional Officer to submit an annual budget
request to the Compensation Board as required by Section 15.2-1636.7, Code of Virginia.

CURRENT ENVIRONMENT:

Constitutional Officers make their budget requests in the month of January and must be submitted to the
Compensation Board by February 1 of each year. The Compensation Board reviews each request and
approves a budget for each Constitutional Officer by May 1% of each year based upon total funding
approved by the General Assembly.

TECHNICAL SOLUTION:

The COIN Budget Request module will incorporate industry standard function key usage. Screen
headings, navigation, and error messages will be uniform through out the COIN system. Where necessary
users will have the ability to scroll forward and backward using the Function (F) F7 and F8 function keys.
Budget Request Totals will also be available from any screen through the F4 Function key. Other standard
function key assignments are F1 — Help, F3 — Exit, and F12 — Cancel.

COIN PAY POLICIES AND PRACTICES:

Information regarding Compensation Board policy changes governing pay practices was provided to
Constitutional Officer’s in November 2004. This information may be accessed on the Compensation
Board’s website, www.scb.virginia.gov; click on COIN.

Compensation Board 1-1
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2. ACCESSING COIN (ON-LINE)

In order to access COIN, communications with the Virginia Information Technologies Agency (VITA)
MVS mainframe must be established. Customers other than folks that access VITA via the Supreme Court
of Virginia (SCV) should follow the screens below:

e Customers accessing VITA via the Supreme Court of Virginia (SCV) should use the following
instructions to access VITA per SCV:
v Route to the following = ditmvs2.state.va.us
v' This will establish a connection with the VITA firewall. You will be prompted for a username and
password. The username/password pair is assigned by David Robinson (SCV) 804.786.5229.
v' When the correct username/password is entered, the user will receive the ‘Virginia Information
Technologies Agency Commonwealth Network’ screen.

ACCESSING THE VIRGINIA INFORMATION TECHNOLOGIES AGENCY (VITA) VIA THE INTERNET

e  From the Compensation Board’s Homepage, http://www.scb.virginia.gov

A Compensation Board, Commonwealth of ¥irginia - Microsoft Internet Explorer =15 =] 3

Fils Edit Wiew Fawvorikes Tools  Help = - —

Back [

Address [ htepifwmm. scb. wirginia. gowiindes. htm ~| &eo =N

Links @&)Best of the web @& Channel Guide &JCustomize Links &) Free HotMail & Internet Stark & |Microsoft & ] windows Media >

= | ~] Search: @ wWeb [@Reference - (Shopping -~ P Travel @@ Games =
LhSsearen - | Altsvista —  Askdesves  Alltheweb +  LockSmare =0E QUstemize @ ioplicit

Compensation Board
Commonwealth of Virginia

]

Board and
The mission of the Compensation Board is to determine a

reasonable budget for the participation of the General
ss Commonwealth toward the total cost of office operations Assembiy
for Comstitutional Officers, amd to assist those officers and Iews

ficers their staff through automation, training and other means, to S =
ries improve efficiencies and to enhance the level of services ||| :
provided to the citizens of “irginia. JHREIL <f
Calendar am [~
and Meetings Click Hers to resd more about the Compensation Board. <%
Publications 29
and Forms e WWhat's New at the Compensation Board -1 %
1 I 1= 34
[ hiep: {fwu . scb . virginia. gow _wti_bingsheml, dilfindex. htmfmapr=01, 52 5 Internet B=

e  (Click on the button entitled ‘Restricted Access’

R Compensation Board, Commonwealth of ¥irginia - Microsoft Internet Explorer — = =
File Edit  Wiew Favorites  Tools  Help ﬁ
= — - = s | =] [E=] = e ] & - =% >
Back Forvward Stop Refresh Home Search Favorites Media History il Print
Address [@&] http: i . scb.virginia. gowirestricted. html = &so

Restricted Access

*ou are entering an Official State Government System which may be
used only for authorized purposes. Unauthorized modification of or
entry to any information stored on this system may result in
criminal prosecution. The Government may monitor and audit the
usage of this system, and all persons are hereby notified that use of
this system constitutes consent to such monitoring and auditing.

wirginia Information Technologies sAgency — Attachmate —
“irginia Information Technologies sAgency — BesOPortal (3B Users

Set vour Personal Identification NMumber €PN} for SecurlD Dewice

Constitutional Officers E-mail System

rMid-—vesr Budget Amendment (Docket) Request

Customer Service Survey (Awvailable TAO01/053

WSA Besource Locatar

LIDS DRla Sample Trackin

Law Enforcement dlert MNotification (LEARNS
Approved FY0S5 Budgets

[ XXXXXXXXXS

=1

I [ |4 nkermet
I = E ap [P DapCP 65 1asem

==
ilstare ||| #La. | SLa. | &ic |[E1c. Bl | =ans|
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ACCESSING COIN (ON-LINE)

e You will be taken to the Security Agreement page, please read the statement, and then click one of the
Virginia Information Technologies Agency links. Attachmate cannot be used for those customers
running Windows XP or higher. ResQPortal provides the ‘Web’ look and feel

e A RSA SecurID Device (keyfob) will be required to access VITA

e Ifyou are an approved user and need a keyfob assigned, please contact the Compensation Board’s
Security Section

ACCESSING VITA USING ATTACHMATE

e  When using the Attachmate solution, when the link with VITA has been established, the TN3270E
screen will be displayed with ‘Username’
v Enter your Keyfob Username in the Username Field
v Enter your PIN followed by the numbers on the keyfob in the Password field and click on the
Okay button.

‘J s Back = = - I@ @ ) | -@Sealch (G Favorites E:gHiSlDl}l |_§é- = % - -__%] {g |

Attachmate® + Attachmate IBM Mainframe Terminal - =

e- VA,NTAGE_ File Edit “iew Tools Connection Dption.s Help

=]
imStarllll = & E > ”|_| B Document? - Micros... | & Host Access Server ... l!iﬂﬁ.llachmate IBM ... |»\Ejiﬂgﬁ & 0% By 438PM
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ACCESSING COIN (ON-LINE)

ACCESSING VITA USING ATTACHMATE - CONTINUED

e Ifa PIN has not been established for the SecurID keyfob, the first attempt will go through the prompts
listed below. Please refer to the step-by-step instructions at the end of this document.

ialj Document - Microsoft Word

| Eile Edit Wiew Insert Format Tools Table window Help
=2 & e = 2| | mormal ~ TimesMewRoman - 1z - | B 7 O
[=]  — "

} Attachmate |
File Edit “iew Tools Connection Options Help

BM Mainframe Terminal

[Page = Sec 1 34 [Aat &.8" (iFF] Cal rEC [Tk | [Bim [V B3R

e Below is the VITA Commonwealth Network Enter screen.

I LIDS - EXTRA! Personal Client ==
Flle Edit ¥iew Tools Session Options Help
DB & |5 5] %] wmle]_olw] |mls] x|

VIRGINIA INFORMATION TECHNOLOGIES AGENCY
COMMOMMWEALTH MNETHWORK

NOTICE AND WARMING: THIS SY¥STEM IS THE PROPERTY OF THE COMMONWEALTH OF
VIRGINIA. ONLY PERSONS AUTHORIZED BY THE COMMONWEALTH OF VIRGINIA SHALL BE
PERMITTED ACCESS TO THIS SYSTEM. PERSONS PERMITTED ACCESS SHALL USE THIS
SYSTEM ONLY FOR THOSE PURPOSES FOR WHICH THEY HAVE BEEN AUTHORIZED. ALL
ACCESSES AND ACTIVITIES ON THIS SYSTEM ARE MONITORED CONTINUOUSLY. ANY
EVIDENCE OF UNAUTHORIZED ACCESS, UNAUTHORIZED USE, MISUSE, OR ABUSE OF THIS
SYSTEM OR THE INFORMATION CONTAINED IN THIS SYSTEM SHALL BE PROMPTLY REPORTED
TO APPROPRIATE AGENCY MANAGEMENT, SECURITY PERSONNEL, AND FEDERAL, STATE, AND
LOCAL LAW ENFORCEMENT OFFICIALS FOR INVESTIGATION AND PROSECUTION TO THE
FULLEST EXTENT OF THE LAW.

ENTER

HoX 19/42

Connected to host 165.176,120.129 UM 419 PM
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ACCESSING COIN (ON-LINE)

ACCESSING VITA USING RESQPORTAL

e  When accessing VITA using the ResQPortal, a windows networking prompt will be displayed
v Enter your Keyfob Username in the Username Field

v Enter your PIN followed by the numbers on the keyfob in the Password field and click on the
Okay button.

-3 Compensation Boar mmonwealth of Virginia - Microsoft Internet Explorer

Qe - © - [X] [B] @0 | O search Fipravores @Pmeda € | (3 .|

o x] [x
oy

Address | ] httpsffvwan. sch.virginia. gov/restricted. html

v B0 | Lnks > "

Compensation Board
_ F  Commonwealth of Virginia

Jommonwealth of Virginia

Gov. Warnar privacy &

to ditmys3.state.va.us =1

Restricted Accefq

hitp proxy

You are entering an Official § User name:

€2 ischaswl ~
modification of or entry ta arl _ u T
may monitor and audit the u Passwer T —

Constit cer
Budgets and Salaries
consent to such monitoring

Calendar
and Meetings
Publicat

and Fol

Nl

[remember my password

+ virginia Informstion Tech
# Virginia Infarmation Tech
* Set Your Personal Ident
* Constitutional Officers E-
+ Mid-Vear Budget Amendment (DOCREt] BEgqUest
# Customer Service Survey (Available 7/01/05)
+ vSa Recource Locator

+ LIDS DNA Sample Tracking

+ Law Enforcement Alert Notification (LEAN)

4 spproved FYOS Budgets

Policies and
Procedures

Land Records
Technology

# Instructions for sccessing the Virginia Information Technologies sgenc

only for authorized purpases. Unauthorized
ult in criminal prosecution. The Government
by notified that use of this system constitutes

wlofwle

£] h tms3, state va.usfresa/Partal himl (O

® Internet 3

2§ Compensation Board, .

e You will now be on the ResQPortal Home Page
v" Change the Application name to ‘SCBTEST’ and click the Submit Button.

3 ResQPortal - Microsoft Internet Explorer

G b s | 2i57Pm

File Edit Wigww Fawvorites Tools Help

4= - ~ &= ] ¢4t | =1 E>] = 3

EBack. T Foreard Stop Refresh Horne Search Fawvorites Media History

B @

Pl Print

Address IQ http:jiditrmys3.state. va. usjresa/Portal. hkml

Res

com

Welcome to ResQFPortal

Application Iscbtesd

Resst |

&7 Done

[ |4 reernet

ghstart || | Smlann... | Sann.. |[Elreso.. ko, | saadhe.. | @lace... | || ] G @ 7| DRI EEr  zizaFm
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ACCESSING COIN (ON-LINE)

ACCESSING VITA USING RESQPORTAL

e  You will now be at the VITA Enter screen.

3 Res(Portal TEST [Res(Net.com] - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@,*,@ﬁ@@@@‘

Back. Forward Stop Refresh Home Search Favorites Media History

Address Iﬁj httpefiditrys3 . state, va, usfserviet/resqpartaliresqportal

VYIRGINIA THFORMATIOHN TECHHOLOGIES AGEHCY
COMMORWEALTH HETWORK

HOTICE AND WARNING: THIS SYSTEM IS THE PROPERTY OF THE COMMOHNWEALTH OF
VYIRGINIA. ONLY PERS0HS AUTHORIZED BY THE COMMOHNWEALTH OF VIRGIHNIA SHALL EBE
PERMITTED ACCESS TO THIS SYSTEM. PERSOHS PERMITTED ACCESS SHALL USE THIS
SYSTEM OHLY FOR THOSE PURPOSES FOR WHICH THEY HAYE BEEH AUTHORIZED. ALL
ACCESSES AND ACTIVITIES ON THIS SYSTEM ARE MONITORED COHTINUOUSLY. ANY
EVIDEHCE O0F UHAUTHORIZED ACCESS, UHAUTHORIZED USE, MISUSE, OR ABUSE OF THIS
SYSTEM OR THE IHFORMATION COHTAINED IH THIS SYSTEM SHALL BE PROMFTLY REFPORTED
TO APPROPRIATE AGENCY MAHAGEMEHT, SECURITY PERSOHHEL, AND FEDERAL, STATE, AND
LOCAL LAW EHFORCEMENT OFFICIALS FOR IHVESTIGATIOH AND PROSECUTION TO THE
FULLEST EXTEHT OF THE LAW.

EHTER :
|
|
|
|&] Dore l_l_l_lﬂ Inkernet
hstart| | Ea..| Ba,[[Er. @ | 5. | B | £ |Bs B a® »¢APT@6r  2z6pm
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ACCESSING COIN (ON-LINE)

ACCESSING VITA USING RESQPORTAL

e To access the Training Region, enter ‘CIDC’ at the Enter Prompt.

e To access the Production Region, enter ‘CIPB’ at the Enter Prompt

e The CICS sign-on screen will be displayed, enter your COIN logon in the field labeled ‘LogonID’
press tab key or click on the field labeled ‘Password’ and enter your personal password

e  After entering both pieces of information, depress the Enter key or click on the enter button to the right
of the screen (Portal users only).

e Changing Your Password: Every 30 days your password will expire and you will need to create a
new one. Additionally, when your password is ‘reset ‘by the Compensation Board you will also need
to create a new password.

v Enter your new password in the field labeled ‘New Password’ and depress the Tab key.
v' Re-enter your new password in the field labeled ‘Enter Twice’ and depress the Enter key.
v" You should receive a password change confirmation message.

/A ResQPortal TEST [ResQMet.com] - Microsoft Internet Explorer

File Edit Miew Favorites Tools Help
- . = . D & ] E3| & & G-
Back Forward Stop Refresh Home: Search Favorites Media History Mail
Address I@ hittpsfditrmes3.state, va, usfservlet/resqportalresqportal
Jliree".Q
Portal
3YSTEM: CIDC DFHZC2312 *%% WELCOME TOD CICS h&&
CICS DC SYSTEM SECURED BY CA-ACF2/CICS 6.5
TEEMINAL: 0038
NODE: TC300035
DAY: TUESDAY
SYSTEM DATE: OCTOBER 26, 2004
SYSTEM TIME: 02:37 PH
LOGOHID: ===3> Iscbdbaw
PASSWORD : ===3 I********
HEW PASSWORD : ===1 I
{enter twice) === I
[&] pore |4 tnternet
Sstart | Do o [[En. O] o] B | S| [T B e o ¢ A@@RE za7m
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ACCESSING COIN (ON-LINE)

ACCESSING VITA USING RESQPORTAL

e Enter ‘MAIN’ in the uppermost left hand corner of the screen to access the COIN Main Menu.
e  Press Enter to go to the COIN Main Menu

/) ResQPortal TEST [ResQNet.com] - Microsoft Internet Explorer -2 x|

File Edit Wiew Faworites Tools  Help

ﬁ,*,@ﬁ@@@ﬁ‘%vé”

Back. Farward Stop Refresh Home: Search Favorites Media History Mail Print
Address I&j hktpsfiditrmvs3 state va, usfservlet/resqpartal/resqportal j ﬁ’GD
rs
Ima_'i.nl

ACFD1138 SCEDBAW HAD 1 IHVALID PASSWORD{S) SINCE LAST LOGOH
ACFAE139 CICS 0038 Signon 0K: User=SCBDBAW HAME=AWHE M. WILMOTH

|&] pone l_l_l_lﬂ Internet
| S| S [ ) ) 81 B B0 DS E @@ [ G0F0w s
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3. FUNCTION 'F' KEYS

COIN uses Function 'F' keys (Hot Keys) for accessing commonly used screens. 'F' keys 1 through 12 are
found across the top of your keyboard and are labeled F1 through F12.

e F1=HELP

v F1 - Displays the help facility within COIN
o Displays either the screen or field level help window

v If the cursor is placed on the first character of the screen name found in the upper most left hand
corner of the screen and F1 is depressed, a help window for the screen will be displayed, or

v If the cursor is placed in the first position of a specific field and F1 is depressed, a help window
for the specific field will be displayed

v Another function key maybe selected or if you wish to close the help, screen depress the ‘F3° key

ALL CONSTITUTIONAL OFFICERS

HELP POP-UP SCREENS - WITHIN ALPHA DATA FIELDS

Utilize ‘F1= Help’ in any blank data field if you need help with a COIN data field

Utilize ‘F3 =Exit’ to close the help window

Utilize ‘F7 = Previous’ to move to the previous help screen

Utilize ‘F8= Next’ to move to other listed equipment categories

Utilize ‘F17 = Substitute Value’ (‘Shift + F5”), to replace a blank field with a selected value within

the help screen. Using your arrow keys, place the curser under the 1% position of your selection and
press F17.

AL CIDH - EXTRA! Persanal Client
File Edit Wiew Tools Session Options Help

D |E| &) 2o |e] ke 3] 2] wilt] el af|mE|ws| w2|

MAIN-A COIN MAIN MENU 10/29/2004 ©8:54
V.892220084 LDC: 849 OFF: 384 CUMBERLAND COUNTY

(= 1[= ]3¢

2. BUDGET REQUEST PROCESSING
3. REIMBURSEMENT PROCESSING
4. PERSONNEL PROCESSING
5. REPORTS

OPTION:

BROADCA Jl This is the COIN Main Menu.

It provides the nawvigational path
for the COIN system. Only options
that you are allowed to perform
will be displayed.

CcCommand

F1=HELP F12=LOGOFF

Connected to host 165.176.120.129 cap num 5:54 AM

—_— ek
‘s start [ @ Inbox - Micrase ut, .. i RDIONLINE BUL .. | 3l FY08 OMLINE EUDGE. ..

1 CIDH - EXTRAI Parso...
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FUNCTION 'F' KEYS

ALL CONSTITUTIONAL OFFICERS

e F2= AUTHORIZED BUDGET

v' F2 - Displays your active budget as it is currently authorized
v This feature will not be available until July 1 of each fiscal year
v' Another function key maybe selected or if you wish to close the view screen, depress the ‘F3” key

Z CIDH - EXTRA! Personal Client

File Edit View Tools Session Options Help

Dz || & o [o]ef 8] %l ol @ K|
MCBC COIN BUDGET REQUEST 10/29/2004 08:57

V.81852005 FY: 2006 LOC: 049 QFF: 304 CUMBERLAND COQUNTY

BUDGET AS CURRENTLY AUTHORIZED

IN PROGRESS WILL BE AVAILABLE JULY 1, 2005

F1=HELP F2=AUTH BDGT F3=EXIT F4=TOTALS F12=MAIN

Connected to host 165.176.120.129 NUM 8157 AM

—
1  Start @ Inbox it LORLIME BLL. ., | FY05 ONLINE BUDGE. .. i, CIDH - EXTRA! Perso..,

e F3=EXIT

v" F3 - Closes the help window if open — or — Return you to the previous menu.
o Ifyou have used a hot key function such as F2-Authorized Budget, F4 - Totals and F9 Fully
or Partially Funded Personnel; F3 will take you back to the screen/program that called the
function

Compensation Board 3-11
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FUNCTION 'F' KEYS

ALL CONSTITUTIONAL OFFICERS

e F4=TOTALS

v' F4 — Displays Budget Request Totals of the entire budget request

15T OF 3 SCREENS:

Z CIDH - EXTRA! Personal Client

File Edit W¥iew Toaols Session Options Help
Dl || & & o]e ]l C3] 3] il ] el af|EH|wf| k2|

MCBB-A COIN BUDGET REQUEST
V.810520085 FY: 2005 LOC: 849 OFF: 384 CUMBERLAND COUNTY

19/29/2004 @9:32

BUDGET REQUEST TOTALS

PERMANENT PERSONNEL

BUDGET —ESTIMATED BUDGET- REIM —ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 406,133 48,248 454,381 486,135 48,248 454,381
REQUESTED 406,133 48,248 454,381 406,138 48,248 454,381
COMP BOARD 429,987 51,082 481,069 429,987 51,882 481,069
TOTAL PERMANENT PERSONMEL : 15

TEMPORARY PERSONNEL

BUDGET -ESTIMATED BUDGET- REIM -ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 8,952 1,062 19,014 8,952 1,862 10,014
REQUESTED 8,952 1,962 18, @14 8,952 1.862 18,014
COMP BOARD 8,952 1.862 18,014 8,952 1.862 18,014
TOTAL TEMPORARY PERSONMEL: 6

Fl1=HELP F2Z=AUTH BODGT F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F8=NEXT F12=MENU

Connected to host 165.176.120.129

2™? OF 3 SCREENS:

<L CIDH - EXTRA! Personal Client

File Edit Wiew Toals Session Options Help

Dl || & 2wl (3] 2] dilvh| el o22|E|ss| k2|

MCBB-B COIN BUDGET REQUEST
V.21052005 FY¥Y: 2005 LOC: 949 0OFF: 384 CUMBERLAND COUNTY

18/29/2004 ©9:32

BUDGET REQUEST TOTALS
EQUIPMENT

NEW NEI REPLACE REPLACE TOTAL TOTAL STRESSED
QTY COST QTY CcCOoSsT QTY cosT COsST
TOTAL CATEGORY A: DATA PROCESSING

a =} 1 & ,000 1 6,000 4,699
TOTAL CATEGORY B: OFFICE EQUIPMENT

a [=] 2 3,208 2 3,200 2,506
EQUIPMENT TOTAL:

a a 3 9,208 3 9,200 7 .285

a a a a a 2 a

F1=HELP F2=AUTH BDGT F3=MENU F4=TOTALS FS5=FRST F6=LAST F7=PREV FS8=NEXT F12=MENU

Connected to host 165.176.120.129

Compensation Board
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FUNCTION 'F' KEYS

e F4=TOTALS (CONTINUED)

3% OF 3 SCREENS:

i3 CIDH - EXTRA! Personal Client

File Edit W¥iew Tools Session Sptions  Help

D= E| = [ | | o C3] 32 | ]| e|=] of|Cd|ad| w2
MCBB-C COIN BUDGET REQUEST 10/29/2004 B9:32

V.91052005 F¥: 20805 LOC: 949 OFF: 384 CUMBERLAND COUNTY
BUDGET REQUEST SUMMARY TOTALS

TOTAL PERMANENT PERSONNEL.: CURR BDGT 454,381
REQUESTED 454,381
corMP BOARD 481,069
TOTAL ADDITIONAL POSITIONS: CURR BDGT a
REQUESTED 578,682
COorMP BOARD 578,682
TOTAL TEMPORARY PERSONNEL.: CURR BDGT lo,014
REQUESTED 18,014
CcCorMP BOARD 18,814
TOTAL OFFICE EXPENSES.....: CURR BDGT a
REQUESTED 27,201
COMP BOARD a
TOTAL EQUIPMENT EXPENSES..: CURR BDGT a GRAND TOTALS. .. .: 464,395
REQUESTED a 1,878,278
corMP BOARD =] 1,069,765

F1l1=HELP F2=AUTH BDGT F3=MENU F4=TOTALS FS5=FRST F6=LAST F7=PREV F8=NEXT F12=MENU

Connected to host 165.176.120.129

:DAOMLIME BU. .. | GH FY0S ONLINE BUDGE... L CIDH - EXTRA! Perso...

e F5=FIRST
v' F5 - Displays the first page of information on a screen containing multiple pages of information, for example
the Permanent Personnel Request screen.
o Example: Select Option #1, Permanent Personnel and your office has 5 pages of personnel, data and
you are on the 3™ page of 5 and wish to go to the first page, you should select ‘F5, First Page/First Entry
o  Regardless of the initial sort key you put in the sort criteria will stay the same, such as last name
position. i.e., If you started your name search at 'Moore' the F5 Function Key would back you to the last
name starting with 'A’
e F6=LAST
v" F6 — Displays the last page of information on a screen containing multiple pages of information. For
example, the Full or Partially Funded Personnel screen (Bottom of Data).
e F7=PREV
v' F7 - Displays the previous page of information on a screen containing multiple pages of information.
o  You can page backward through the information
e F8=NEXT
v' F8 — Displays the next page of information on a screen containing multiple pages of information.
o  You can page forward through the information
e F9 = DEPENDING ON WHERE DEPRESSED WILL INVOKE DIFFERENT POP-UP SCREENS
v"F9 - If within Temporary Personnel Request and you depress the F9 you will view the Fully or Partially
Funded Personnel screen
v" F9 - On the Workload Information screens will display either prior months or quarters depending on your
menu selection.
v" F9 — On the Budget Checklist screen will invoke the Locality Information screen where address, phone
number and fax numbers can be verified and changed.
e F10=DEPENDING ON WHERE DEPRESSED WILL INVOKE DIFFERENT FUNCTIONS
v" F10 -On the Budget Request Menu, will allow you to save your sort preferences for the Permanent Personnel
Request screen.
v" F10 - On the Workload Information screens will display the next quarter or months depending on your menu
selection.
e F11=JAIL EXPANSION INFORMATION (SHERIFFS AND REGIONAL JAILS ONLY)
v' F11 - Will display jail expansion information when invoked from the Budget Request Checklist.
e F12 — MAIN:
v" F12 - Return to the COIN Main Menu.
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4. COIN MAIN MENU

NAVIGATIONAL PATH:

e Log into COIN access to the Main Menu

| ALL CONSTITUTIONAL OFFICERS |

2 CIDH - EXTRA! Personal Client

Fil= Edit WYiew Tools Session Options Help

D/ |6 & & [e][s 3| R i ol u2|d|ss] K2
MAIN-A COIN MAIN MENU 18/25/2004 15:29

V.09222004 LOC: 049 OFF: 384 CUMBERLAND COUNTY

BUDGET REQUEST PROCESSING
REIMBURSEMENT PROCESSING
PERSONNEL PROCESSING
REPORTS

bWk

OPTION: _

BROADCAST MESSAGES:

F1=HELP F12=LOGOFF

Connected ko host 165.176.120.129

—
‘e start @ Inbox - k... 5 \COIMN-LisalC. .. 3§ FY0S OMLINE BUDGE. .. i, CIDH - EXTRAI Perso. .,

HELPFUL HINTS:

e  From the COIN Main Menu, select option #2, Budget Request Processing to begin the Online Budget
Request.
v “TAB” to Option: enter the number “2”
v’ Press the “Enter” key to proceed to the next screen

e See ‘F’ Function Hot key section of this Users Guide to see available features

e Function Hot Keys allow back and forth movement between commonly used screens
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A=
— =3

5. BUDGET REQUEST MENU

PURPOSE:

The Budget Request menu is accessed from the COIN main menu. All Budget Request functionality will
be accessed through this menu. A user may choose to view the Permanent Personnel data sorted by Last
Name, SSN, Class, or Position Number. The user may also select a starting value whereby the Permanent
Personnel screen will display the record requested or the next record in the sort sequence if the requested
record was not found.

NAVIGATIONAL PATH

e Coin Main Menu — Select Option #2, COIN Budget Request

ALL CONSTITUTIONAL OFFICERS

= CIDH| - EXTRA! Personal Client [BEET]
File Edit Yiew Tools Session Options Help

D ||| & o | |m|[s (3] 32 wal ] el|w| af|m|a| w2

MCEBOG COIN BUDGET REQUEST 2004-10-25 15:28
V.10042004 FY¥Y: 20806 LOC: B49 OFF: 3804 CUMBERLAND COUNTY

OFFICE: SHERIFF OFFICER: MEINHARD

BUDGET REQUEST MENU
1. PERMANENT PERSONNEL SORTED BY

_ LAST NAME OR STARTING LAST NAME:
— SSN OR STARTING SSN: - -
CLASS OR STARTING CLASS:

_ POSITION NUMBER OR STARTING POSITION NUMBER:
ENTER "X” FOR SORT ORDER ONLY
ADDITIONAL EMPLOYEE REQUEST
TEMPORARY PERSOMNEL
FULL OR PARTIALLY FUNDED PERSONNEL
OFFICE EXPENSE FUNDING
EQUIPMENT (EXCLUDING CLERKS)
RECORD MWORKLOAD INFORMATION
BUDGET CHECK-OFF WORKSHEET
SPECIAL PROGRAM CERTIFICATION
CERTIFY BUDGET REQUEST
COMMENTS

—~Qoo~NecabonN

——

OPTION _

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=CANCEL

Connected ko host 165.1756.120.129 UM

— -
74 start | @ mbox - out... =R MVCOIN-Lisa\C... | gl FY0S OMLINE BUDGE. .. I CIDH - EXTRA! Perso...

HELPFUL HINTS:

e  COIN Budget Request Menu provides access to other related screens

e Locality and office code will be displayed by COIN when you log into the COIN system

e ‘FY’ - The upcoming fiscal year will be pre-filled on your COIN Budget Request Menu
v If you wish to view a prior fiscal years Budget Request, type over the supplied fiscal year

e If'the required fields have not been completed, the system will not allow you to certify your Budget
Request
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BUDGET REQUEST MENU

HELPFUL HINTS (CONTINUED):

e The ‘Last Name’ sort is the default sort option if no sort is chosen and no partial entry is found

v

v

v

v

The user may enter an ‘X’ in the ‘Last Name’ sort field to start at the 1* name listed for your
office, or

Tab to the ‘Starting Last Name’ field and input the Last Name of the employee you choose to start
the sort

If a starting point or partial initial selection is selected but not found, the Permanent Personnel
screen will be displayed starting at the next closest record

Only one sort order option or full/partial starting key may be chosen

e Screen selections #2 through #11 are accessed by entering the choice into the “Option” field in the
lower left hand corner of the screen

v

Invalid value will result in an error message.

PROCEDURES:

e Selectan ‘Option”

v

If Option #1, Permanent Personnel, input ‘X’ next to the sort order you want to view

e See ‘F’ Function Hot key section of this Users Guide to see available features
e ‘F’ Function Hot Keys allow back and forth movement between commonly used screens
e Select Hot Keys ‘F3’ or ‘F12’ to exit the screen to the COIN Main Menu
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6. OPTION #1, PERMANENT PERSONNEL

PURPOSE:

The Permanent Personnel Request Screen is accessed from the COIN Budget Request menu. The screen
allows the user to review and update the Permanent Personnel for the Budget Request. The user may
update the Local Salary, Salary Amount Requested and Class Change (CHG). The Compensation Board
(CB) may update Annual Salary, Salary Amount Requested and the Class fields. Totals for various fields
may be accessed from this screen.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #1, Permanent Personnel

ALL CONSTITUTIONAL OFFICERS EXCEPT PROGRAMS 717, 732 AND 734

= LIDS - X |RA! Personal Clhient = =5
File EdE View Tools Session Sptions  Help

D= =] = &= o 8| s | | o= o |EE || w2

mMCcB COIN BUDGET REQUEST 2005 -21—-10 14:=-22

1
V.01012005 FY: 2006 LOC: ©49 OFF: 3904 CUMBERLAND COUNTY
PERMAMNMENT FPERSONMNEL SORTED BY LAST MNAME

CHG POS SSN LAST NAME FIRST MNAME
ANNUAL LOCAL SALARY AMT REQ SALARY CLASS CLASS
APPROVED SALARY SUPPL ABOVE AMT REQ CHANGE
20005 z2z28844212 BLACK (12
5103 — 25183 2 2 25183 co SP
20815 231986202 BLANTON HELENE
27332 Z2F332 (=] a Z2F332 L7
20212 229801653 ESTES MARGARET
21966 21966 (=] (=] 21966 coMOoP
TOTAL
215

F1=HELP F2=AUTH BDG F3=EXIT F4A4=TOTALS FS5=FIRST F&6=LAST F7=PREV FS8=NXT F12=MAIN

<

717 - DIRECTORS OF FINANCE, 732 - TREASURERS AND 734 - COMMISSIONERS OF THE REVENUE

e  Officers whose reimbursement is not 100%

L LIDS - CXTRA! P

T o el
Lo =] ese | | N - | | _= || so|ce || w2
FCE 1 COIN BUDGET REQUEST ZPB5-B1-10 1d4:23

V.219120085 FY: 2086 LOC: 849 OFF: 732 CUFBERLAND COUNTY
PERMANENT PERSONNEL SORTED BY LAST MNAME

CHG rPOs SSN LAST MNAME FIRST NAME
ANMNUAL LOCAL SALARY AMT REQ SALARY RE IMB cLASS CLASS
APPROVED SALARY suPPL ABOVE AMT REQ SAL AMT CHANGE
o201 Zz6239383 CRELS JENNIFER
30685 —_ 38685 =] =] 38685 15342 DII
=TT Zzzssea97 1 PFEIFFER, JR. Lo
56475 S6a475S =] =] S6a47S S@a39 eaarFs3z
TOTAL
[=1=T=51

BOTTOM OF DATA
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F&6=LAST F7=PREWY FB8=NXT F1Z2=MAIN
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Option #1, Permanent Personnel

HELPFUL HINTS:

Option #1, Permanent Personnel screens display salaries for all CB funded employees

This screen displays each position record for your office

v' If needed, multiple screens will be displayed to view all position records for your office

When the same employee remains with the same position number as the last fiscal year, the “Years Of Service”

category will be supplied based upon the number of years entered last year, plus one year

v' New positions, you will be required to enter both the ‘Years of Service’ and ‘Month’ in the Personnel
Subsystem

If salary adjustments are made to the ‘Salary Amount Requested’, COIN will calculate the difference from the

annual salary approved and place the difference in the amount requested above field

Personnel changes (CB10s) processed during the time period that the online budget system is available to your

office will automatically update personnel and salary data in COIN

v" The processing of a CB10 could eliminate any salary increase and/or change requests previously entered on
this screen for the affected position if the officer has not yet signed off on the completed budget request

The following codes may be listed in the ‘CHG’ data field

v' Blank Space = No CB10 action taken

v’ ‘C’=CBI10 Change

v' ‘D’ = Position has been deleted

If the type of request entered for the affected position prior to the personnel change is still desired after the

personnel change, the request must be re-entered prior to sign off by the officer

COIN will not let you proceed to the next screen until the required fields on the current screen are completed

PROCEDURES:

Yrs — Mo Employed: Deleted from the Permanent Personnel screen effective 1/10/2005. No longer utilized.

Annual Approved: Supplied by CB (Can be changed by CB)

Local Salary: Enter the total salary for each position funded by the locality, if applicable. If no local
supplement funded press Enter and CB Annual Approved Salary will be used.

Salary Suppl: Calculated for you = Total Locality amount minus the Compensation Board Approved
Salary gives you the salary Supplement

Amt Req Above: Calculated for you = Salary Amount Requested — Annual Salary gives you amount
requested above

Sal Amt Req: Entered by Officer or Compensation Board

Reimb Sal Amt: Most offices will be blank as the salary amount requested = reimbursed (100%). For
Offices 732 and 734, this will appear with the % amount reimbursed.

Class: Supplied by system

Class Change: Enter the class you are requesting for a salary alignment for the employee currently in this

position. You are no longer required to change the class when requesting a salary increase.
(Do Not Enter A CB10 For This Request)

After all data has been entered on all the Permanent Personnel screens, press “Enter” to update
See ‘F’ Function key section of this Users Guide to see available features

Select ‘F3” to exit the screen to the Budget Request Menu

‘F4 =Totals’ displays permanent personnel totals for your office

v The 1* line of totals is supplied, based on salaries as approved December 31

v" The 2™ line of totals is re-calculated based on changes made to the current permanent employees’ salaries
and amounts requested
o Please check the amounts on the 2™ line, for substantial differences from the supplied information, as

there may be a chance for keying errors
v" The 3rd line of totals will reflect CB approved amounts on and after May 1
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7. Social Security Number And Name Changes

PURPOSE:

The Personnel Status Change (CB10) update Social Security Number (SSN) and/or Name screen is
accessed from the SNIP System. The screen allows the user to review and update Social Security Number
and/or name of an employee.

NAVIGATIONAL PATH:

e  SNIP Main Menu — Select ‘P’, Personnel Status Change (CB10 Submenu)
e  Personnel Status Change (CB10 Submenu) — Select Option #9, Update SSN and/or Name

PROCEDURES:
SSN#: Enter the Employee’s correct Social Security Number, if the supplied
number is incorrect, “TAB”
First Name: Enter the Employee’s First Name, Tab to the next space
Middle Init: Enter the Employee’s first and middle initials, Tab to the next space
Last Name: Enter the Employee’s Last Name

When entering CB10s with effective dates of January 1% - 3157, please be sure to check your permanent
personnel screens to make sure the CB10s have not affected your intended salary request for that position.
Once the Officer has certified his request (signed-off). CB10s will then update the Compensation Board
line (3™ Line).

SNIP SYSTEM

T LIDS - EXTRA! Personal Client =X
File Edit “ew Tools Session Options Help
D= |Q] & @ me [ 3] 2] b e|se| 22|mul| K2
11/16/04 COMMONMWEALTH OF VIRGINIA SCBRLOB1
V.12202002 COMPENSATION BOARD
-=—- MAIN MENU ---

Y¥MHM: 8418
LOCALITY: 859
OFFICE: 384

Permanent Personnel Process
Temporary Personnel Process

Office Expense Process
Equipment/Services/Mileage Process
Additional Allowance Process
Certification/Approval Process
Compensatory Time Process

Locality Comments

Personnel Status Change (CB1©® Submenu)
Funds Transfer

Substitute Prosecutor

Online Budget Processing

Regrade By Law (304 only)

Return To Mainmenu

Exit Reimbursement Process

HITODDONOr e b=

ENTER SELECTION: p _

Hell 108, 1 23/51

Connected ko host 165,176,120

UM 1:17 PM

.| &l oFF. CLIP ART - ... & LIDs -ExTRAIPe.. @) LA7PM
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Social Security Number And Name Changes

| SNIP SYSTEM

S LIDS - EXTRA! Personal Client

File Edit View Tools Session Options Help

el = 1= = N e e T = e G e e 1 d
11/16/04 COMMONIWEALTH OF VIRGINIA SCBRLOB4
COMPENSATION BOARD
CB1@ PROCESSING
--- SUB MENU ---
Loc: 859 1. Separation
off: 304 2. Replacement
Position: 00001 3. Promotion
* Curr Pos: 4. Internal Salary Adjustment {(Reclassification)
(*# use only with 3,5,6) 5. Transfer
6. Demotion
7. Salary Restore/Adjust
8. Active Duty Action
9. Update SSN and/or MName
P. Browse Pending File
4. Browse Archive File
T. Turnover
D. December Increase
M. Return To Mainmenu
¥. Exit Reimbursement Process
ENTER SELECTION: 9 —
Hel @ :ee. 1 23/57

Connected ko host 165.176.120,129 UM 1:18 PM
‘s Start @ Inbo:

&= LIDS - EXTRA! Personal Client
File Edit View Tools Session ©Options Help

Dl=|@| & w|ele &) »| bl el 2| s &
11/16/04 V.11152083 Update SSN and/or Name SCBRUO19

Sel: _ Locality: @59 Office: 304 FAIRFAX COUNTY

Position #: 90001 Class/Title: C8

SSN: 383483758 Hire Date: B87171989

First Mame: RE MI: Last: BEDMARSKY

Approval

Loc User ID: _

Hell G :88. 1 22728

Connected to host 165.176.120.129

Compensation Board 7-21
COIN Budget Request User Guide
11/30/2005



CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

8. OPTION #2, ADDITIONAL PERSONNEL REQUEST

PURPOSE:

Additional Personnel Request Screen is accessed from the COIN Budget Request menu. This screen will
allow the Local User to review and update the Budget Request for Additional Personnel. The Local User
may request additional personnel by Class type.

NAVIGATIONAL PATH:

e  Coin Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu - Select Option #2, Additional Personnel Request

HELPFUL HINTS:

e Complete this section to request additional full-time CB funded positions of a predefined class, or

o Complete this section to request additional full-time CB funded positions other than a predefined class

e Blank data fields (Class, Entry Level Salary and Number of positions) are provided to enter request for
Additional Personnel other than pre-listed CB classes and/or salaries

e  COIN calculates the total amount for each class based on the number of positions requested

e  ‘Number of Positions’ fields are required, you must enter a ‘0’ or the number of additional full-time
CB funded positions requested

e Any new positions approved by the General Assembly or any reallocated positions will be allocated by
the Compensation Board in FY06, as they were in FY05, based upon the request and in accordance
with the Compensation Board‘s staffing standards

e Valid Class must be entered if unknown, depress ‘F1=Help’ function key

PROCEDURES:

Class: Supplied by CB. If the supplied class is not the class you wish
to add, tab to the blank field under the class column and input
the class code you wish to request. Valid Class must be
entered, if unknown, depress ‘F1=Help’ function key.

Entry Level Supplied by CB. If the supplied salary is not the salary you
wish to request, tab to the blank field under the ‘Entry Level’
column and input the salary you wish to add

Number of Positions: Input the number of positions you are requesting

Blank Fields (Other) Enter Class, Salary and number of positions

e  Press the “Enter” key after completing the information requested to proceed to the next screen or
e See ‘F’ Function Hot key section of this Users Guide to see available features

e Select Hot Key ‘F3=Exit’ to exit out the screen to the Budget Request Menu

e  ‘F4 =Totals’ displays totals for your office

v' The 1* line of totals is CB Approved Funding
v' The 2™ line of totals is re-calculated based on your request
v’ The 3rd line of totals will reflect CB approved amounts on and after May 1
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OPTION #2, ADDITIONAL PERSONNEL REQUEST

304 - SHERIFFS

i CIDH - EXTRA! Personal Client

File Edt WVew Tools Session Options Help

D =8| S| & [=m| [ 3] 3] wili] o|] 22|=2]s] w2
MCB2 COIN BUDGET REQUEST 18/25/2004 15:38

V.81852885 FY: 2086 LOC: 849 OFF: 384 CUMBERLAND COUNTY

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

c7 25084 11 275,044

L7 25004

SECI 19221 1 19,221

L2 380080 1 38,000

RECORDS ADDED SUCCESSFULLY
F1=HELP F2=aAUTH BDG F3=EXIT F4=TOTALS F5=FIRST F&6=LAST F7=PREV F8=NEXT F12=MENU

Connected to host 165, 176,120,129

CAP MM

304 - SUPERINTENDENTS

i LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D (=] & o [o|m] e 3] 3| Ll o= x(m|ar| w2
MCB2 COIN BUDGET REQUEST 11712720084 13:21

V.81852885 FY: 20806 LOC: 460 OFF: 384 PAMUNKEY REG JAIL

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

R C7 23854 —

R CKA 18661 -

RPCLS 15903

RPMED 15983 -

RPREC 15903

RPTRT 15983 -

RSEC1 18661

F1=HELP F2=AUTH BDG F3=MENU F4=TOTALS F5=FIRST F&6=LAST F7=PREVY F8=NEXT F12=MAIN

He ® 9|81

Connected to host 165.176.120.129
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OPTION #2, ADDITIONAL PERSONNEL REQUEST

320 - COMMONWEALTH'S ATTORNEYS

=L CIDH - EXTRA! Personal Client

File Edit View Tools Session Options Help

D@ G| &5 |@| s 5] %] wl | e|w| o2m@|ul] w2
MCBZ COIN BUDGET REQUEST 18/28/2004 11:37
V.91052005 FY: 2806 LOC: 849 OFF: 320 CUMBERLAND COUNTY

o

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEYV SAL POSITIONS REQ

ATTA 20896 —

ATTI 40193

PA 23550

SEC 21542

SECA 18772

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NEXT F12=MENU

Connected to host 165.176.120.129

321 - CLERKS OF THE CIRCUIT COURT

L LIDS - EXTRA! Personal Client [HEE]
File Edit Wiew Tools Session ©ptions Help

D8] & e |e [ 8] %] bl | el of|m|ul| k2|

MCB2 COIN BUDGET REQUEST 11/09/2004 14:06

V.910852085 FY: 20086 LOC: 849 OFF: 321 CUMBERLAND COUNTY

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEY SAL POSITIONS REQ

CTII 18718 =

DC1I 28460

GOC 18718

MT 17124

F1=HELP F2=AUTH BDG F3=MENU F4=TOTALS F5=FIRST F&6=LAST F7=PREVY F8=NEXT F12Z=MAIN

Hel @rea.l 2a8/25

Connected to host 165.176.120.129 () 2:05 P

‘s Start o I ft Cut, .. F o Budget R... . LIDs - EXTRAI
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OPTION #2, ADDITIONAL PERSONNEL REQUEST

717 - DIRECTORS OF FINANCE

A LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D& & ¢ 0wl [ 8] 2] Ll ol 22|60 k2|
MCB2 COIN BUDGET REQUEST 11/12/2004 13:26

V.818520885 FY: 2006 LOC: 883 OFF: 717 ALBEMARLE COUNTY

ADDITIONAL PERSONNMEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

CTII 17@808 _

CTII 17592 o

CTII 17592 o

DI 18671 o

DI 19231 o

DI 19231 o

FA 18671

F1=HELP F2=AUTH BDG F3=MENU F4=TOTALS FS5=FIRST F&6=LAST F7=PREV FS8=MNEXT F1Z=MAIN

Hel Ll - 1% I Y w8/ 25

Connected to host 165.176.1

UM

732 - TREASURERS

A CIDH - EXTRA! Personal Client

File Edit View Tools Session ©Options Help

DI(E| @ & lela]ls 8| ®] @l ol «|m@E|al| K2
MCE2 COIN BUDGET REQUEST 10/28/2004 13:43

V.81052005 FY: 2006 LOC: B49 OFF: 732 CUMBERLAND COUNTY

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL  POSITIONS REQ

CTII 17592 _

DI 19231

FA 19231

GC 17592 -

SECI 19231

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NEXT F12=MENU

Connected to host 165.176.120.129 AP NUM 144 PM
"~ y
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OPTION #2, ADDITIONAL PERSONNEL REQUEST

734 - COMMISSIONERS OF THE REVENUE

S LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

DD & & [o]e]e 8] 2] sl _ols 22| (x| k2]
MCB2 COIN BUDGET REQUEST 11/09/2004 14:12
V.P1852085 FY: 2886 LOC: 849 OFF: 734 CUMBERLAND COUNTY

ADDITIONAL PERSONMNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEYV SAL POSITIONS REQ

cT 170882 =

DI 18671

GC 17888

SECI 18671

TEI 18671

F1=HELP F2=AUTH BDG F3=MENU F4=TOTALS FS=FIRST F6=LAST F7=PREV F8=NEXT F12=MAIN

Hel 00,1 P8/25

Connected ko host 165,176.120.129 AP MUIM 2112 PM

Microsaft Out @ FVOS - 1st yr of COIN =H Fy0s COIM Budget R... L LIDS - EXTRA! Person... & z12PM
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9. OPTION #3, TEMPORARY PERSONNEL REQUEST
PURPOSE:

Temporary Personnel Request Screen is accessed from the COIN Budget Request menu. The Temporary
Personnel Request Screen allows the user to review or update the total dollar amount requested for the
Temporary Personnel Budget request.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #3, Temporary Personnel Request

ALL CONSTITUTIONAL OFFICERS

Z CIDH - EXTRA! Personal Client [EET
File Edit Wiew Tools Session Options  Help

D= & [ || [ (8] %) |t e|w| of |CH|w?| k2

HMCB3 COIN BUDGET REQUEST 20P4-10-26 13:15

V.919012085 FY: 20806 LOC: 949 0OFF: 384 CUMBERLAND COUNTY

TEMPORARY PERSONNEL REQUEST

BASE AMOUNT TOTAL AMOUNT REQUESTED
APPROVED REQUESTED ABOVEY BELOWK
6731 6731 [=]
F1=HELP F2=AUTH BDG F3=EXIT FA=TOTALS F9=FUNDING Fl12=MENU

3 CIDH - EXTRAI Porso... @) & 116 FPM

HELPFUL HINTS:

e  The budgeted amount for the prior fiscal year for Temporary Employee funding is displayed in ‘Base
Amount Approved’ column
e The ‘Total Requested’ data field should reflect your total request needed for Temporary Personnel
v" If no additional funds are needed above the ‘Base Amount Approved’, enter in the ‘Base Amount
Approved’ as your total request for Temporary Personnel
v’ If additional or reduced funding is reflected in the ‘Total Request’ data field, the ‘Amount
Requested Above/Below’ will be recalculated
e  Check the Base Amt Approved to your Original July 1 Approved Budget to make sure that transfers
approved during the current year are not included in this figure, unless the approved Compensation
Board transfer letter states that this a Base Budget Adjustment
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OPTION #3, TEMPORARY PERSONNEL REQUEST

PROCEDURES:
Base Amt Approved: Supplied by COIN
Total Req: Enter your ‘Total Request’ for temporary funding
Amt Req Above/Below: This field will be calculated for you

e  Press the “Enter” key after completing the information requested to proceed to the next screen, or
e See ‘F’ function section of this Users Guide to see available features

e Select Hot Key ‘F3’ to exit the screen to the Budget Request Menu

‘F4 =Totals’ displays totals for your office

v' The 1* line of totals is CB Approved Funding

v' The 2™ line of totals is re-calculated based on your request

v The 3rd line of totals will reflect CB approved amounts on and after May 1
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10. OPTION #4, FULLY OR PARTIALLY FUNDED POSITIONS

PURPOSE:

Fully or Partially Funded Personnel screen is accessed from the Budget Request Screen or Temporary
Personnel Screen. Total Funds, Hourly Rate and class, first name, last name are displayed for a locality.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #4, Fully or Partially Funded Positions

ALL CONSTITUTIONAL OFFICERS

Z CIDH - EXTRA! Personal Client

File Edit View Tools Session Options Help

D[] @ & ]oleffs» 5| % w0l ol 2@
MCBD COIN BUDGET REQUEST 11/03/2004
V.01012005 FY: 2006 LOC: @49 OFF: 304 CUMBERLAND COUNTY

FULLY OR PARTIALLY FUNDED PERSONMNEL

DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE-
RATE HOURS FUNDS CB LOC FED OTH
— DOE JOHN L7 A10.80 20848 204880 X X
TOTAL FUNDS 20408
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=MAIN

Connected to host 165.176.120,129 NUM 2:54 PM

4 & Inbox - Microsoft O 54 NE El |y M T CIDH - EXTRAI Perso % ™ .54 pM
15 Start & Inbos - Micrasaft Qut, ¥ 5 AN : I, CIDH - EXTRA! Persa... R )™ Z:i54 P
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OPTION #4, FULLY OR PARTIALLY FUNDED POSITIONS

HELPFUL HINTS:

e  This screen should be used to enter salary information of positions fully or partially funded by the
Compensation Board, the Locality or other sources
e This does not include positions identified as current permanent employees under Option #2, which

may be supplemented by another source

e  Upon entry of the required fields, the system will calculate the fund amount for each person and the

total funds for your office

e For each temporary employee for whom reimbursement will be requested from CB approved
temporary personnel funding, last name, first name, class, hourly rate, planned number of hours to be
reimbursed for the fiscal year and the source(s) of funding for the personnel must be provided
v If employee is unknown, key ‘Unknown’ in the ‘Last Name’ data field
v Annual hours cannot exceed 2,080 per individual
v Enter “X” in at least one fund source field
v' ‘X’ may be entered in as many of the fields as are applicable for that record

PROCEDURES:

Del:
Last Name:
First Name:

Class:
Hourly Rate:
Annl Hours:
Tot Funds:
CB:

Loc:

Fed:
Other:

Enter ‘D’ to delete entry
Enter the employee’s last name; if unknown, type “Unknown”

Enter the employee’s first name if known; if ‘unknown’ this
data field may be left blank because the system will look for
‘Unknown’ in the ‘Last Name’ data field

Enter the employee’s class

Enter the employee’s hourly wage rate

Enter the total number of hours worked annually
This field will be calculated for you

Enter “X”, if employee is partially or fully funded by the CB
from temporary personnel funds

Enter “X”, if employee is partially or fully funded by the
Locality

Enter “X”, if employee is partially or fully federally funded

Enter “X”, if employee is partially or fully funded by other
sources

e ‘F4 =Totals’ displays totals for your office
v' The 1* line of totals is CB Approved Funding
v' The 2™ line of totals is re-calculated based on your request
v The 3rd line of totals will reflect CB approved amounts on and after May 1
e  Press the “Enter” key after completing the information requested to proceed to the next screen or
e Select Hot Key ‘F3’ to exit the screen to the Budget Request Menu
e See ‘F’ Function Hot key section of this Users Guide to see available features
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11. OPTION #5, OFFICE EXPENSE FUNDING REQUEST
PURPOSE:

Office Expense Funding Request is accessed from the COIN Budget Request menu. The Office Expense

screen allows the user to review or update the total dollar amount requested for the Office Expense Budget
request.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #5, Office Expense Funding Request

ALL CONSTITUTIONAL OFFICERS

Z CIDH - EXTRA! Persanal Client =)

File Edit View Tools Session Options Help
D=6 & koo 3] %] w5 el u2|m|| w2|

MCBS COIN BUDGET REQUEST 18/26/20084 13:27
V.01052005 FY: 2006 LOC: 849 OFF: 384 CUMBERLAND COUNTY

OFFICE EXPENSE FUNDING REQUEST

STATIONERY, OFFICE SUPPLIES, PRINTING (FORMS AND LETTERS)
POSTAGE/BOX RENTAL, TELEPHONE (TAX EXCLUDED),

REPAIRS TO OFFICE FURNITURE AND EQUIPMENT,

OTHER NECESSARY EXPENSES INCLUDING ASSOCIATION DUES

BASE AMT TOTAL AMT REQ
APPROV REQ ABOVE/
BELOW
OFFICER AMTS 2 _ 2080 2000
CB AMTS
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS Fl12=MENU

Connected ta host 165,17

“iistart [ o=
HELPFUL HINTS:

o The total office expenses for the prior year will be displayed as your ‘Base Amount Approved’
e This screen allows you to increase, decrease your office expense funding or retain the same amount in
the “Total Request” field
COIN will recalculate the ‘Amount Requested Above/Below’ based on the ‘Total Request” entered
Participation of the Compensation Board in Office Expenses is limited to certain items as provided by
the Code of Virginia (1950), as amended
v' Any additions or transfers made during the current fiscal year may be included in the supplied
figures
v Check the supplied amount to the original Compensation Board approved Budget, and approval
letters affecting the base budget.
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OPTION #5, OFFICE EXPENSE FUNDING

PROCEDURES:

Press the “TAB” key to go to the next field of entry

Base Amt Approved: Supplied by COIN
Total Request: Enter your ‘Total Request’ for office expense funding

Amt Req Above/Below Approved: This field will be calculated for you

e ‘F4 =Totals’ displays totals for your office
v' The 1* line of totals is CB Approved Funding
v The 2™ line of totals is re-calculated based on your request
v The 3rd line of totals will reflect CB approved amounts on and after May 1
e  Press the “Enter” key after completing the information requested to proceed to the next screen or
e Select Hot Key ‘F3’ to exit the screen to the Budget Request Menu
e See ‘F’ Function Hot key section of this Users Guide to see available features
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12. OPTION #6, EQUIPMENT (EXCLUDING CLERKS)

PURPOSE:

Equipment Request Screen is accessed from the COIN Budget Request menu. Requests for Equipment are
made by Category and costs are calculated by quantity.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e  COIN Budget Request Menu — Select Option #6, Equipment (Excluding Clerks)

HELPFUL HINTS:

e The system will calculate the total amount for each equipment item requested and the total amount for
all items for your office

e  These screens allow the user to request Information Technology (IT) equipment items along with the
unit cost and quantity

e NOTE: The Compensation Board may require justification for these items upon review of your budget
request.

PROCEDURES:

e  User will select and input the equipment category they wish to request
v' Category ‘A’, IT Equipment
v Category ‘B’, Office Equipment
v Category ‘C’, Furniture
v Category ‘D, Radio Equipment (Only Sheriffs with Law Enforcement)

e To proceed to your next equipment category, enter in your next ‘SEL EQUIPMENT CATEGORY”

Equip: List requested equipment or utilize the ‘F1” help function
New Unit Cost:  Enter unit cost of the new equipment requested
New Qty: Enter the quantity here, if this is New equipment not presently owned

New Total Cost: Calculated

RPL Unit Cost:  Enter unit cost of the replacement equipment requested

RPL Qty: Enter the quantity here, if this is Replacement equipment for existing
equipment being replaced

RPL Total Cost: Calculated

Total Qty: Calculated (New + Replacement)

Total Cost: Calculated (New + Replacement)

Stressed Cost: Calculated (See Operating Manual)

e Select ‘F8= Next’ key to proceed to the next screen if additional screens are needed for your
equipment request

e See ‘F’ Function Hot key section of this Users Guide to see available features

e Select Hot Key ‘F3 = Exit’ to exit the screen to the Budget Request Menu
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OPTION #6, EQUIPMENT (EXCLUDING CLERKS)

ALL CONSTITUTIONAL OFFICERS

CATEGORY A - INFORMATION TECHNOLOGY (IT) EQUIPMENT

Al LIDS - EXTRA! Personal Client

ssssss Options  Help

Ol =] = [ e | oo C3] 32| s vi]| el|=| =f|cH|ad| w2
MCB4 COIN BUDGET REQUEST 11/12/2004
V.21912005 FY: 2006 LOC: ©49 OFF:

3904 CUMBERLAND COUNTY

EQUIPMENT REQUEST

SEL CATEGORY : =y INFO TECHNOLOGY
NE NEWK NEI RPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTYVY TOT COST QTY COoST CcosT

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=MAIN

HELP POP-UP SCREENS - WITHIN ALPHA DATA FIELDS

e Utilize ‘F1= Help’ in any blank data field if you need help with a COIN data field
o Utilize ‘F3 =Exit’ to close the help window

e Utilize ‘F7 = Previous’ to move to the previous screen

e Utilize ‘F8= Next’ to move to other listed equipment categories

[ ]

Utilize ‘F17 = Substitute Value’ (‘Shift + F5”), to replace a blank field with a selected value within

the help screen. Using your arrow keys, place the curser under the 1% position of your selection and
press F17.

=L LIDS - EXTRA! Personal Client

ssssss ©Options  Help

Ol==| = [ e | oo C3] 32 s vs| o= of|EH|ad| w2
MCcB4 COIN BUDGET REQUEST 1171272004
V.P1012005 FY: 2006 LOC: 849 OFF: 384 CUMBERLAND COUNTY
EQUIPMENT REQUEST
SEL CATEGORY: o INFO TECHNOLOGY
NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST QTY cCOoSsT

CoOSsST

COIN HELP Facility

for the specified category and depress

the shift key and the F5 key. This

will return the selected walue to the

screen and will close the help window.

Category A — Information Technology
VCIN PACKAGE (304/320 onlyy)
LIVESCAN

F3=Close Win F7=Prev Help

Fl12=MAIN

oS - ExTRALP

Compensation Board
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OPTION #6, EQUIPMENT (EXCLUDING CLERKS)

ALL CONSTITUTIONAL OFFICERS

CATEGORY B - OFFICE EQUIPMENT

i LIDS - EXTRA! Personal Client

File Edit W¥iew Tools Session Options Help

DR &| o a5 3] #] bl _ele] s2|m@s]) s

MCB4 COIN BUDGET REQUEST 11/98/2004

V.91012005 FY: 2006 LOC: 849 OFF: 384 CUMBERLAND COUNTY

EQUIPMENT REQUEST
SEL CATEGORY: B OFFICE EQUIPMNT
NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED

UNIT COST QTY TOT COST UNIT COST QTY TOT COST QTY COST COST

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=MAIN
Hel 11/82
Connected to host 165.176.120.129

CATEGORY C - FURNITURE EQUIPMENT

i LIDS - EXTRA! Personal Client

File Edit W¥iew Tools Session Options Help

D || & o[ B8] 2wl el o2|mE|af| k2|

MCB4 COIN BUDGET REQUEST 11/98/2004
V.91012005 FY: 2006 LOC: 849 OFF: 384 CUMBERLAND COUNTY
EQUIPMENT REQUEST
SEL CATEGORY: C FURNITURE
NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED

UNIT COST QTY TOT COST UNIT COST QTY TOT COST QTY COST COST

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=MAIN
Hel : 11/82
Connected to host 165.176.120.129

Compensation Board
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OPTION #6, EQUIPMENT (EXCLUDING CLERKS)

ALL CONSTITUTIONAL OFFICERS

CATEGORY D - RADIO EQUIPMENT

THIS SECTION APPLIES TO SHERIFFS

WITH LAW ENFORCEMENT

RESPONSIBILITIES ONLY
= LIDS - EXTRA! Personal Client E]E]
File Edit Wiew Tools Session Options Help
D ||| @ ¢ [n][e 3] 9| wlia] o|w] 22|=|ad| K2

MCB4 COIN BUDGET REQUEST 11/88/2004
V.01012005 FY: 2006 LOC: 849 OFF: 304 CUMBERLAND COUNTY

EQUIPMENT REQUEST
SEL CATEGORY: D OFFICE EQUIPMNT

NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST QTyY cosT cosT

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=MAIN

Hell :00.1

Connected ko host 165.176.120.129

11/02

CAP (MUM 3:08 PM

o
14 start | %@ Inbox - Microsaft Out.., | 2l Fy06 COMN Budget R...

L, LIDS - EXTRA! Person...

&)™ 508 P
(r) 305 PM

e Please refer to your Compensation Board Operating Manual, Appendix 1, for minimum specifications
for reimbursement of personal computers.
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13. OPTION #7, RECORD WORKLOAD INFORMATION

PURPOSE:

The Record Workload Information menu is accessed from the Budget Request menu. Users can select the
frequency for recording workload information.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #7, Record Workload Information

ALL CONSTITUTIONAL OFFICERS

HCRAIG 2 — EXTRAI P i ===l
File Edit wiew Tools Session oOptions  Help

D == = o |5 m@m] [oe (3] 32| &l te] e|=] =2|c=H]as] w2 |

MCEE COIN BUDGEI REQOUEDL I1i-Zo-zo04 10:44

W_.07152004 F¥: 2005 LOC: 001 OFF: 304 ACCOMACE COLRTY

RECORD WORKLOAD INFORMATION
SELECT REECORDING FREQUERCY OF WORELOAD IRFORMATIOR:
1. MORNTHLY

2. QUARTERLY
3. AMRUIALLY

CALEMNDAR YEAR: Z003

DOFTIOR: =

F1=HELF FZ2Z=AITTH BDG F 3 =MENLT F4=TOTALS Fl1z2=rmATr
O 7/ a:go.1z _ __Zzz-io0
[Cornnected to host 165.176.120.129 [ [ 10:43 AM
#stare||| Scr. . | [BHin. . |[Ec. . care. . | || = /[ & o |[<E - a =B ErEG, 10:43 au

e InJanuary 2005 offices must record one full year of workload data for Calendar Year (CY) 2004

e Beginning February 1 offices can begin recording workload monthly, quarterly or annually for CY
2005

e Provide requested information in accordance with Section 15.2-1636.7, Code of Virginia. Information
requested is based on the most recent calendar year

e Select an ‘Option’ and press the “Enter” key to proceed to the next screen

e The Workload Measurers screens must be processed and an amount must be entered for each workload
measurer for the most recent ending calendar year
v’ The screens will also display the amounts for the previous two calendar years
v Enter the number of transactions for each workload measure listed; if not applicable, to your office

enter ‘0’, and “TAB” to the next field

v" Do Not Leave Blanks or the system will default the item to zero

e See ‘F’ Function Hot key section of this Users Guide to see available features

e Select Hot Key ‘F3=Exit’ to exit the screen to the Budget Request Menu

e  ‘F4 =Totals’ displays totals for your office
v' The 1* line of totals is CB Approved Funding
v' The 2™ line of totals is re-calculated based on your request
v’ The 3rd line of totals will reflect CB approved amounts on and after May 1

e ‘F12=Main’ returns your to the COIN Main Menu

e The following pages display the individual Workload Measurers by program that must be completed
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OPTION #7, RECORD WORKLOAD INFORMATION

304 - SHERIFFS

MONTHLY:
=151 x]

File Edit W%iew Tools Session Options Help

D[R] S| & =25 3] %] @] _o|w| w2|m|se| w2 |

MCEF -2 COIN BUDGET REQUEST 11292004 10:46
W.o07152004 FY: 2005 LOC: 001 OFF: 304 ACCOMACE COLNTY

RECORD WORELOAD IMFORMATIONW - MOMNTHLY
CALENDAR YEAR 2003 ocT RO DEC QUARTER 4
1. CIVIL
SUBPECHAS ZSERVED -
JURY SUMMONZE SERVED
CRIMIMAL WARRANTS SEREVED
Oy MOTICES SEREVED
LEVIEZ EXECUTED
COTHEE CIVIL PROCESE ZERVED
2. IMMATES
IMMATE TRAWNSFORTZ OTHER THAM TO LOC CETS
MENTAL PATIEWNT TRIPZ WITHIN JURISDICTION
MEWNTAL PATIENT TEIPZ OUT OF JURISDICTIOM
EXTRADITIONZS COMPLETED
FED PRISCOHMER DAYS
FED PRIZOMER AMT PER DAY

oooooo

oooo

F1=HELF FZ=ATH BDG F3=MENU F4=TOTL F¥=PRV F3=MNxXT FY9=PRV QTR F10=NxT OTE F12=CAN

f¢ggs ——  —  0:0.¢ " pirar
|Connected to host 165.176.120.129 [ [ 10:45 AM
ghstart||| Mcr. . |[Ein.  [[Ec . m=EE. . @D, | || @M & & [F5 B gy 10:45 2n

SIS
Fil= Edit Wiew Tools Session Options Help
D= &) & [m=|e| e 3] %] )] ol «2|mE|sl| x2] |

MCEF-B COIM BUDGET REQUEST 11-29-2004 10:47
W.07152004 F¥: 2005 LOC: 001 OFF: 304 ACCOMACE COUNTY

RECORD WORELOAD IMNFORMATION - MONTHLY

CALENDAR YEAR 2003 oCT ROV DEC QUARTER 4
3. CIRCUIT COURT
CIRCUIT COURT DAYS - u}

AYVG MUM CIRCUIT JUDGES

4. GEWERAL DISTRICT COURT
GENERAL DISTREICT CT DAYS u}
AYVG MUM GEN DIZST CT JUDGE

5. JINVERILE AWD DOMESTIC RELATIONSE COURT
JDR COURT DAYS u}
AYVG MUM JDR JUDGES

F1=HELF FZzZ=ATH BDG F3=MEMNU F4=TOTL F7=PRV FG&8=MXT F9=FPRV QTR F10=HXT QTR F1z=CAN

[Connected ta host 165.176.120.129 [ [ [ [ [im4sam
hstart ||| Bc. . |E1. |[SEc . mr. . |@D. | || =@ M@ & = [ s gy 10:45 2u
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OPTION #7, RECORD WORKLOAD INFORMATION

304 - SHERIFFS

QUARTERLY:
5] x|

Fil= Edit W%iew Tools Session Options Help

D[ =] & 5|2 e[ (3] 38| ST o] a2|EA|as| w2] |

MCEG-2 COIN BUDGET REQUEST 11-29.-2004 10:47
W.07152004 F¥: 2005 LoOC: 001 OFF: 304 ACCOMACE COLINTY

RECORD WORELOAD IMFOREMATION - QUARTERLY
CALENDAR YEAR zZoo0z-4 20031 20032 20033
1. CIVIL
SUBPEOHAZ SERVED
JURY SUMMONZE SERVED
CRIMIMNAL WARRAWNTZ SERVED
DMV RIOTICES SERVED
LEVIES EXECUTED
OTHEE CIWIL PROCEZSZ ZERVED
2. INMATES
INMATE TRAMNSFORTS OTHER THAM TO LOC CRTS
MENTAL PATIEWNT TRIPZ WITHIN JURIZDICTION
MENTAL PATIEWNT TRIFZ OUT OF JURIZDICTION
EXTRADITIONS COMPLETED
FED FRIZSOHER DAYS
FED FRIZOHER AMT PER DAY

e e o o o o
e e o o o o
e e o o o o

F1=HELF Fz=ATH BDG F3I=MENL F4=TOTL F7=FPRV FO=NXT F9=FFEV QTR F10=MXT QTR F12=CAN

[Connected ta host 165.176. 120,129 [ [ ] 10:47 AM
#stare||| Bc.  |Ez1. |[@c  =r. . |@Dp | N R =N [FEr a gy 10:47 aM

JCRAIG ? — EXTRA! Per=onal Client == x|

File Edit W%iew Tools Session Options Help

Ol |E| & ¢ =e|le B ®] @l ol#| o2|m@|al| w2

mMCBG-B COIM BUDGET REQUEST 11-29-2004 10:49
W.07152004 F¥: 2005 LOC: 001 OFF: 304 ACCOMACE COLUNTY

RECORD WORELOAD INFORMATION - QUARTERLY
CALENDAR YEAR
3. CIRCUIT COURT

CIRCUIT COURT DAYS u] u] u]
AVG MM CIRCUIT JUDGES _ 1

4. GEWERAL DISTRICT COURT
GEWNERAL DIZSTRICT CT DAYS u] u] u]

AW MM GEM DIST CT JUDGE _ 1
5. JUIVEMILE AMND DOMESTIC RELATICHZ COURT
JDR COURT DAYS u] u] u]

AW MM JDR JUDGES 1

F1=HELF FZ=ATH BDG F3=MENU F4=TOTL F7¥=PRV F3=MNxXT FY9=PRV QTR F10=NxT QOTE F12=CAN

|Connected ta host 165.176.120.129 [ [ 10348 AM

#stare||| Bc. . |F1. |[Ec . =k |H=p. | | i - By [ nEEEy 10:48 aM
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OPTION #7, RECORD WORKLOAD INFORMATION

304 - SHERIFFS

ANNUALLY:

File Edit  wiews  Tools | Session
O = = == = | (s || | 22| = b e|wmf]| af|EF s w2 |
R o TR R R T RREOLIEST Ti-za->nna dn:sn
07182004 Fw: 2005 LOC: 001 OFEF: S04 cComMACk  CoUmTTy
RECORD “WORELO2~AD INFORMATION — APELIALLSY
CATFMDAR wE&R B GE Shin= >nn=
1. cIrviL
SUBPEONAS SERVED zass 164 zssa
Slny =u =R 257 314 295
PRTMTIAT, waRRaN T SERVED 534 >>5a =344
Dhiv MOTICES SERwE a a
CLEVIES EXEcCUTED 15 za B
CULHEE Clwil BHOCESS SeRveD 11ala 1auou Tisou
>. TimdaTES
ILMATE TRAMNSPORTS OTHER To rLoc orTs 129 2o zes
PEMTAL PALIENT TRIBS wWITHIM JURISDICTT o o o
MEN I e Del el TRl ES Onl Or Je L S0 e1 L o 1ue 1ue =
EXTRADITIONS COMPLETED 10 1= 1s
FED DRISONELR Daws o o
FED PRISOMER Al PER DAY o o
[EE R Fr—sH BLG b —rERIL e [EITE—
[Comnected to Rost iss.ivs.i20.i29 o [ [ [ [oEsam

M Scaxce ||| =

=< sax.. oo, | i

[<E- 5o B SES ey 1u:as an

CR&IG 2 FPFersomal Clicemnt = e =]
o Wiem  veele  Sroonn  Gntnne
O = =] == = | s [ | 22| = b e|wmf]| af|EF s w2 |
rac R — R GOt RIDGRET RREOURST Ti-ozaoznna An:en
07 isSZ004 Fw: Z00S LOC: 001 OFF: S04 ACCOMACE ool
RECORD “WORELO2~AD INFORMATION — APELIALLSY
CATENDAR VEaR S EETE =nn=
=. CIRCUIT coURT
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OPTION #7, RECORD WORKLOAD INFORMATION

304 - SHERIFFS
WORKLOAD DEFINITIONS

1. CIVIL (PERSONAL SERVICE ONLY, DO NOT INCLUDE ‘MAILED’ SERVICES) NOT
APPLICABLE FOR REGIONAL JAILS

1a. SUBPOENAS SERVED: Enter the number of subpoenas served.

1b. JURY SUMMONS SERVED: Enter the number of jury summons served.

lc. CRIMINAL WARRANTS SERVED: Enter the number of criminal warrants served.
1d. DMV NOTICES SERVED: Enter the number of DMV notices served.

le. LEVIES EXECUTED: Enter the number of levies executed.

1f. OTHER CIVIL PROCESS SERVED: Enter the number of civil process served.

2. INMATES (REQUIRED FOR REGIONAL JAILS)

2a. INMATE TRANSPORTS: Enter the number of trips to transport inmates to doctor, hospital,
courts outside jurisdiction, other jails, Department of Corrections. Do not include transports to court in
your jurisdiction.

2b. MENTAL PATIENT TRIPS WITHIN JURISDICTION: Enter the number of trips to
transport mental patients within jurisdiction.

2c. MENTAL PATIENT TRIPS OUT OF JURISDICTION: Enter the number of trips to transport
mental patients out of jurisdiction.

2d. EXTRADITION COMPLETED: Enter the number of trips for Extraditions completed.

2e. FED PRISONER DAYS: Enter the number of Federal prisoner days, charged/sentenced,
violation of U.S. Code.

2f. FED PRISONER AMT: Enter the amount charged per prisoner day (dollars and cents e.g.
$30.00) to house Federal prisoners.

NOTE: NOT APPLICABLE FOR REGIONAL JAILS

3. CIRCUIT COURT
3a. CIRCUIT COURT DAYS: Enter the total number of court days of Circuit Court.
3b. AVG NUM CIRCUIT CT JUDGES: Enter the average number Circuit Court judges regularly
sitting in your jurisdiction.
4. GENERAL DISTRICT COURT

4a. GENERAL DISTRICT CT DAYS: Enter the total number of court days of General District
Court.
4b. AVG NUM GEN DIST CT JUDGES: Enter the average number of General District Court
judges regularly sitting in your jurisdiction.
5. JUVENILE AND DOMESTIC RELATIONS COURT
5a. JDR COURT DAYS: Enter the total number of court days of Juvenile and Domestic Relations
court.

5b. AVG NUM JDR JUDGES: Enter the average number of Juvenile and Domestic Relation court
judges regularly sitting in your jurisdiction.
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304 - SUPERINTENDENTS
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304 - SUPERINTENDENTS
WORKLOAD DEFINITIONS

1. CIVIL (PERSONAL SERVICE ONLY, DO NOT INCLUDE ‘MAILED’ SERVICES) NOT
APPLICABLE FOR REGIONAL JAILS

1a. SUBPOENAS SERVED: Enter the number of subpoenas served.

1b. JURY SUMMONS SERVED: Enter the number of jury summons served.

lc. CRIMINAL WARRANTS SERVED: Enter the number of criminal warrants served.
1d. DMV NOTICES SERVED: Enter the number of DMV notices served.

le. LEVIES EXECUTED: Enter the number of levies executed.

1f. OTHER CIVIL PROCESS SERVED: Enter the number of civil process served.

2. INMATES (REQUIRED FOR REGIONAL JAILS)

2a. INMATE TRANSPORTS: Enter the number of trips to transport inmates to doctor, hospital,
courts outside jurisdiction, other jails, Department of Corrections. Do not include transports to court in
your jurisdiction.

2b. MENTAL PATIENT TRIPS WITHIN JURISDICTION: Enter the number of trips to
transport mental patients within jurisdiction.

2c. MENTAL PATIENT TRIPS OUT OF JURISDICTION: Enter the number of trips to transport
mental patients out of jurisdiction.

2d. EXTRADITION COMPLETED: Enter the number of trips for Extraditions completed.

2e. FED PRISONER DAYS: Enter the number of Federal prisoner days, charged/sentenced,
violation of U.S. Code.

2f. FED PRISONER AMT: Enter the amount charged per prisoner day (dollars and cents, e.g.
$30.00) to house Federal prisoners.

NOTE: NOT APPLICABLE FOR REGIONAL JAILS

3. CIRCUIT COURT
3a. CIRCUIT COURT DAYS: Enter the total number of court days of Circuit Court.
3b. AVG NUM CIRCUIT CT JUDGES: Enter the average number Circuit Court judges regularly
sitting in your jurisdiction.
4. GENERAL DISTRICT COURT

4a. GENERAL DISTRICT CT DAYS: Enter the total number of court days of General District
Court.
4b. AVG NUM GEN DIST CT JUDGES: Enter the average number of General District Court
judges regularly sitting in your jurisdiction.
5. JUVENILE AND DOMESTIC RELATIONS COURT
5a. JDR COURT DAYS: Enter the total number of court days of Juvenile and Domestic Relations
court.

5b. AVG NUM JDR JUDGES: Enter the average number of Juvenile and Domestic Relation court
judges regularly sitting in your jurisdiction.
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320 - COMMONWEALTH’S ATTORNEYS

The Commonwealth’s Attorneys DO NOT submit WORKLOAD INFORMATION to the Compensation
Board via the Online Budget Request. The data used will be as reported from the Supreme Court of
Virginia and the Virginia Sentencing Commission. The criteria and methodology for allocating new
Assistant Commonwealth’s Attorneys in Commonwealth’s Attorney’s offices has been set as follows.

e The position (or positions) must be requested by the Commonwealth’s Attorney as part of the
Compensation Board annual budget request process.

e The basis of the request must be only the statutorily prescribed duty of the prosecution of felonies.

e Funds and positions must be appropriated by the General Assembly.

e The Compensation Board will use the staffing methodology and weighted three-year average workload
criteria developed by the Virginia Association of Commonwealth’s Attorneys (VACA), to determine
the appropriate level of Compensation Board assistant Commonwealth’s Attorney support for each
office requesting additional positions.

e  The Compensation Board shall determine the number of additional positions to be allocated to any one
office based upon criteria 1-4, inclusive, and additional positions shall be allocated in the order of
percentage of need, where the offices with the highest percentage of need will receive positions first.
The percentage of need is determined by calculating the percentage that the number of additional
positions needed is of the total number of current positions.

e The formula calculates the sum of a three-year average of felony defendants plus a three-year average
of sentencing events, resulting in an average total workload figure. The workload figure is divided by
a specified factor that has been devised to take into account economies of scale in larger offices, with
the result being the total number of attorney positions due in the office.

e The data elements are as follows:

v 3-Year Average Defendants Data is the average of the number of felony defendants in the Circuit
Court for each locality for the three most recent calendar years, as reported by the Supreme Court

v 3-Year Average Sentencing Events is the average of the number of felony sentencing events in the
Circuit Court for each locality for the three most recent calendar years as reported by the Virginia
Sentencing Commission

e Offices are grouped based on the size of the office (determined by the average total workload figure),
and assigned an escalating workload factor assuming economies of scale. Compensation Board funded
part-time assistant Commonwealth's Attorneys (i.e., eligible to engage in private law practice) are to be
considered as 0.5 of a F.T.E. position for staffing standards purposes, instead of as 1 F.T.E. position.

Range of Workload Totals (avg defendants + avg sentencing events)
per Office Size Factor
SUPER 3,000+ 125
LARGE 1,000-2,999 100
MID 300-999 85
SMALL 0-299 70

e  The formula is as follows:
# of Attorneys = Workload Total (3-yr avg felony defendants + 3-yr avg sentencing events) / Factor

NOTE: Each Commonwealth’s Attorney should review Workload Data for his or
her office on the Compensation Board website at www.scb.virginia.gov .
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321 - CLERKS OF THE CIRCUIT COURT
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321 - CLERKS OF THE CIRCUIT COURT
WORKLOAD DEFINITIONS

CRIMINAL CASES: Criminal cases commenced as reported on the monthly caseload reports.
If the caseload reports are properly prepared, each count in the indictment is a separate case and
each reinstatement is a separate case. Some of the work included is setting up the file and docket;
summoning the grand jury and grand jury witnesses; issuing capiases; determination of indigence;
receiving all papers filed; attending all hearings; processing all orders; summoning trial jurors and
witnesses; securing exhibits; payment to jurors and witnesses; allowing the public and press access
to case papers; keeping track of court reporter cost and recordings; keeping track of court-
appointed attorney cost; computing fines and costs; collecting fines, costs and restitution; debt set-
off processing; communicating with prisoner, DMV, Department of Corrections and Probation and
Parole office; preparing record for appeal to higher court; filming and indexing orders and
maintained files.

LAW CASES COMMENCED: Law and chancery cases commenced as reported on the monthly
caseload reports. (Same as below)
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321 - CLERKS OF THE CIRCUIT COURT
WORKLOAD DEFINITIONS

7.

LAW AND CHANCERY: Law and chancery cases commenced as reported on the monthly
caseload reports. Counted at the time filed even though the case may remain on the docket for
years. Any trust fund administration is included as part of the original case and not as a separate
case. Reinstatements are counted as separate cases. Law cases on the average take more of the
clerk's time than chancery because chancery cases rarely require a jury and may are decided in
chambers on written depositions.

WILLS/ESTATES INITIATED: A file opened for a decedent, a trust or a person under a
disability, counted only at the time the file is initiated and not re-counted at the time of subsequent
transactions. This should include affidavits of intestate transfer. A single case may involve the
probate of will, the qualification of an executor, recording a bond, recording list of heirs,
certificates of qualification, recording final accounting, and perhaps many interim accounting,
perhaps qualification of administrator, c.t.a., d.b.n., recording affidavit of probate notice, show
cause orders and court hearings on delinquent fiduciaries; and writing clerk’s order associated
with any of the above. At the other extreme, a case MAY BE NOTHING MORE THAN THE
RECORDING AND FILING OF AN AFFIDAVIT OF INTESTATE TRANSFER.
JUDGEMENTS/ADMIN LENDS/NOTICES: All court judgements and administrative liens
and notices required to be recorded in the judgement lien docket. Only original judgements are
counted. The work involved includes receiving the judgement with fee at the counter or through
judgement worth fee at the counter or throughout the mail, and logging it in; filming or typing the
judgement in the docket book according to local practice; maintaining an up-to-date index,
assisting the public in determining what is on their record; and recording assignments and releases.
DEEDS RECORDED: Each separate instrument recorded in the land records. When more than
one instrument is included in a single document recorded, they can be counted separately. The
work involved includes computing the fees and taxes and collection payment; logging into the
instrument; filming and indexing; maintains the land records for use by the public, and providing
transfer.

FINANCING STATEMENTS: Only original filings are counted. Continuation and termination
statements are considered part of the same case.

8-11 FICTITIOUS NAME, MARRIAGE LICENSE, NOTARY QUALIFIED, GAME LICENSES:
Count each activity that occurs, except for game licenses count only those licenses issued for which the
clerk receives the $.50 fee. In some clerks' offices these transactions are almost insignificant in the
total office workload. However, each is another measure of how busy an office is, and some offices
may do inordinate amounts of some types of transactions and should get credit for this work.

12. CONCEALED HANDGUN PERMITS: Each application filed, whether approved of not and
including any transfer from another jurisdiction. The court reported should be consistent with the
number reported on the monthly caseload statistics reports.

WORKLOAD WEIGHTS WORKILOAD FORMULA

CRIMINAL 7.50 SUM(2.1 +0.79 * weight/1856)

LAW 5.50

CHANCERY 4.00

WILL & ESTATES 4.00

JUDGMENTS 0.50

DEEDS 0.55

FINANCING STATEMENTS 0.50

FICTITIOUS NAMES 0.40

MARRIAGE LICENSES 0.55

NOTARY QUALIFIED 0.40

GAME LICENSES 0.40

CONCEALED HANDGUN PERMITS 0.55
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WORKLOAD DEFINITIONS

TREASURER-BASED WORKLOAD DEFINITIONS

REAL ESTATE TAX:

1a.

1b.

2a.

2b.

6a.

6b.

NUMBER OF TAXABLE PARCELS: If your office handles the collection of real estate, enter the
total number of parcels of taxable real estate. INCLUDE regular book, supplements and roll back
assessments on land use. DO NOT multiply this figure by any factor if you prorate or bill more than
once a year. If your office DOES NOT handle the collection of real estate ENTER 0.

NUMBER OF PARCELS MAINTAINED FOR MORTGAGE COMPANIES: If your office
handles the collection of real estate, enter the total number of parcels that you maintain for mortgage
companies. This includes the accounts that are maintained on the computer and processed by tape and
those that are manually processed for the mortgage companies.

NUMBER OF TIMES REAL ESTATE TAXES WERE BILLED PER YEAR: Enter the number
of times that real estate taxes are billed (Example: If your due dates were June 5 and December 5, the
answer is 2).

DUE DATES FOR REAL ESTATE: Enter the due dates for your real estate taxes.

NUMBER OF REAL ESTATE TRANSFERS: If your office handles the collection of real estate,
enter the number of parcels transferred for the year. If your office DOES NOT handle the collection of
real estate, ENTER 0.

NUMBER OF REAL ESTATE PARCELS IN RELIEF TO THE ELDERLY/DISABLED
PROGRAM: If your office handles the collection of real estate, enter the total number of parcels with
a tax adjustment due to participation in the elderly/disabled program. DO NOT multiply this figure by
any factor if you prorate or bill more than once a year. If your office does not handle the collection of
real estate, ENTER 0.

NUMBER OF PARCELS IN LAND USE PROGRAM: If your office handles the collection of real
estate, enter the total number of parcels with a tax adjustment due to participation in the land use
program. DO NOT multiply this figure by any factor if you prorate or bill more than once a year. If
your office does not handle the collection of real estate, ENTER 0.

DID YOUR LOCALITY REFER REAL ESTATE PARCELS TO THE LOCAL ESCHEATOR?
Type “Y” for YES or “N” for NO.

IF YES, ENTER TOTAL NUMBER OF PARCELS REFERRED TO THE ESCHEATOR
DURING THE YEAR. PERSONAL PROPERTY.

NUMBER OF PERSONAL PROPERTY ITEMS IN RELIEF TO THE ELDERLY/DISABLED
PROGRAM: If your office handles the collection of personal property, enter the total number of
personal property items with a tax adjustment due to participation in the elderly/disabled program. DO
NOT multiply this figure by any factor if you prorate or bill more than once a year. If your office
DOES NOT handle the collection of personal property, ENTER 0.
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8. NUMBER OF ITEMS ON WHICH PERSONAL PROPERTY TAX IS ASSESSED EACH

YEAR: If your office handles the collection of personal property, include the total number of items
of personal property assessed. Count each separate motor vehicle, trailer, boat and motor, camper,
travel trailer, aircraft, mobile home and each assessment of machinery and tools, business personal
property, and farm accounts that are assessed. Each item is a separate count. (If you bill on a
combined bill, you may have to verify this number with your Commissioner of the Revenue. This
should equal the total of factors #4, #5, and #6 on the workload study for the Commissioner).
INCLUDE regular assessments as determined above for the year and all supplemental assessments.
DO NOT multiply this figure by any factor if you prorate or bill more than once a year. If your
office DOES NOT handle the collection of personal property, ENTER 0.

9. DO YOU SEND A SINGLE BILL FOR EACH VEHICLE OR COMBINED BILL(S) ON ALL

10a.

10b.

VEHICLES FOR REGISTERED OWNERS? Type in SINGLE or COMBINED.

NUMBER OF TIMES PERSONAL PROPERTY TAXES IS BILLED PER YEAR: Enter the
number of times that you bill personal property taxes (Example: If your due dates were June 5 and
December 5, the answer is 2).

DUE DATES FOR PERSONAL PROPERTY: Enter the due dates for your personal property
taxes.

11. DOES YOUR LOCALITY PRORATE PERSONAL PROPERTY? Type “Y” for YES or “N” for

NO.

COLLECTION ACTIONS:

12.

ENFORCEMENT ACTIONS INITIATED FOR DELINQUENT ACCOUNTS:
a.  Enter number of accounts in debt set off program based on number of claims filed during the
year.
Enter number of warrants issued during the year.
Enter number of parcels in judicial sale proceedings for the year.
Enter number of 3952 tax liens issued during the year.
Enter number of Treasurer’s summons issued during the year.
Enter number of distress warrants issued during the year.
Enter total of delinquent notices for real estate and personal property sent during the year.
h. Enter total of other collection actions taken during the year and describe these actions in
space provided.

@ Mo oo

VEHICLE LICENSE:

13.  NUMBER OF VEHICLE LICENSES SOLD: Enter total number of licenses issued during the
year. INCLUDE transfers and licenses issued without charge.
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TREASURER-BASED WORKLOAD DEFINITIONS

STATE INCOME TAX:

14a.

14b.

14c.

15a.

15b.

16.

NUMBER OF STATE INCOME TAX MEMORANDA RECEIVED/PROCESSED:
Enter the number of state income tax memoranda received and processed from the
Commissioner of Revenue during the year. INCLUDE those that are paid in full and those
with a balance due.

NUMBER OF TIMES YOU BILL DELINQUENT STATE INCOME TAX: Enter the
number of times that you bill your accounts with delinquent state income taxes.

NUMBER OF COLLECTION ACTIONS INITIATED AGAINST STATE INCOME
TAX ACCOUNTS: Enter the total of all collection actions initiated against state income tax
accounts. Include warrants issued, tax liens, and all delinquent notices sent for outstanding
state income taxes.

NUMBER OF ACCOUNTS MAINTAINED ON ESTIMATED STATE INCOME TAX
RETURNS: Enter the total number of accounts maintained on estimated state income tax
returns. Include both filed with the Commissioner of the Revenue and accounts not filed.
DO YOU SEND REMINDER NOTICES ON ESTIMATED STATE INCOME TAX?
Type “Y” for YES or “N” for NO.

NUMBER OF ESTIMATED STATE INCOME TAX PAYMENTS COLLECTED: Enter
the total number of payments received in your office during the year. In theory, 4 payments
should be collected on each assessment received from the Commissioner of the Revenue that
you maintain. Also include the total of payments received on accounts not filed with the
Commissioner but processed by your office.

OTHER DUTIES:

17.

18.

19.

20.

OPTIONAL: DATA FROM OTHER ACTIVITIES OF YOUR OFFICE WHICH
SIGNIFICANTLY AFFECT YOUR WORKLOAD, TO INCLUDE (BUT NOT LIMITED
TO) THE FOLLOWING:

Number of local businesses on which license tax is collected: enter the total number of
businesses from whom you collect a license tax.

DID YOU FILE AN UNCLAIMED PROPERTY REPORT? Type “y” for yes or “n” for no.
IF IT WAS A POSITIVE REPORT, HOW MANY ACCOUNTS WERE SENT TO

UNCLAIMED PROPERTY? Enter the total number of accounts on the report filed with
unclaimed property during the year.

NUMBER OF BANKRUPTCY CLAIMS FILED DURING THE YEAR: enter the total
number of bankruptcy claims filed with your office.

UTILITY BILLS, TRASH COLLECTION BILLS, DOG LICENSES, ETC.
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TREASURER-BASED WORKLOAD DEFINITIONS

The following weights were set by the Treasurers Association of Virginia for Treasurer-type duties on
February 28, 1996, and adopted by the Compensation Board.

| WORKLOAD ITEM | WEIGHT | % OF TIME | % OF TRANS |

REAL ESTATE 1.5484 23.52 15.19
PERSONAL PROPERTY  1.0796 21.98 20.36
COLLECTION ACTIONS  0.9852 12.62 12.81
VEHICLE DECAL SALES 0.7919 13.62 17.20
STATE TAX 3.0834 14.06 4.56
OTHER DUTIES 0.0000 14.20 29.89

REAL ESTATE:

Add responses to questions 1, 3, 4, 5, and 6b, multiply by 1.5484
PERSONAL PROPERTY:

Add responses to questions 7 and 8, multiply by 1.0796
COLLECTION ACTIONS:

Add responses to questions 12 a - h, multiply by 0.9852
VEHICLE DECALS:

Multiply response to question 13 by 0.7919
STATE TAX:

Add responses to questions 14a, 14c, 15a, and 16, multiply by 3.0834
OTHER DUTIES:

Question 17 is not weighted.

The weight applied to each workload item was determined by dividing the percentage of transactions for
each category by the percentage of time for that category. Only duties which are statutorily prescribed
functions of the Treasurer are weighted. Duties which were deemed to be local are not included in the
workload calculation.

To calculate the Treasurer Based “STAFF NEED” in your office based upon Treasurer-type duties only:

TREASURER-BASED STAFF NEED =1.92 + (0.000036 * AVERAGE WEIGHTED TREASURER-
BASED WORKLOAD)
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COMMISSIONER OF THE REVENUE - BASED WORKLOAD DEFINITIONS:

10.

11.

12.

13.

NUMBER OF PARCELS OF LAND: If your office handles real estate, enter the total number of
parcels of real estate, taxable and non-taxable. Do not multiply this figure by any factor if you prorate
or bill more than once a year.

NUMBER OF REAL ESTATE TRANSFERS: If your office handles real estate, enter the total
number of transfers of parcels for the year.

NUMBER OF REASSESSMENTS DUE TO NEW CONSTRUCTION: If your office assesses
new construction, enter the total number of assessments adjusted due to new construction. Do not
enter the number of total number of building permits. Do not enter the number of visits to a property
for measurements and listings.

NUMBER OF PERSONAL PROPERTY ASSESSMENTS: Enter the total number of items of the
following kinds of personal property assessments in your jurisdiction: count each separate motor
vehicle, motorcycle, utility, road or boat trailer, boat and motors, campers, travel trailers, aircraft, etc.
Each item is a separate count. Do not multiply this factor by any factor if you prorate or bill more than
once a year. Note: The sum of factors #4, #5, and #6 should equal the total number of all personal
property accounts in your locality.

NUMBER OF MACHINERY AND TOOLS, BUSINESS PERSONAL PROPERTY AND FARM
ACCOUNTS: Enter the total number of manufacturing machinery and tools, business personal
property and farm accounts that you assess. Do not multiply this figure by any factor if you prorate or
bill more than once a year.

NUMBER OF MOBILE HOME ASSESSMENTS: Enter the total number of mobile homes that
you treat as personal property. Do not multiply this figure by any factor if you prorate or bill more
than once a year.

NUMBER OF APPLICATIONS RECEIVED FOR TAX RELIEF, REAL ESTATE,
PERSONAL PROPERTY., DISABLED, ETC.: Enter the total of the applications received in your
office annually. Do not multiply this figure by any factor if you prorate or bill more than once a year.

NUMBER OF BUSINESS LICENSES ISSUED AND MERCHANTS CAPITAL ACCOUNTS:
Enter the total number of all business licenses processed annually. For those localities with merchant’s
capital, report the total number of accounts.

NUMBER OF APPLICATIONS PROCESSED FOR LAND USE TAXATION AND
ROLLBACK ASSESSMENTS: Enter the total number of land use and rollback applications
processed.

NUMBER OF BUSINESS ACCOUNTS ASSESSED FOR EXCISE TAXES: Enter the total
number of business accounts. This should include meals, lodging, , admissions, short-term rental and
any other local excise taxes assessed. Do not multiply this number by the number of processings
during a year, i.e., Do not multiply by twelve (12) for monthly processings or by four (4) for quarterly
processings.

NUMBER OF STATE INCOME TAX RETURNS PROCESSED BY YOUR OFFICE: Enter the
total number that can be verified by the Department of Taxation.

NUMBER OF STATE TAX ASSESSMENTS FOR ANNUAL ESTIMATED INCOME
TAXPAYERS: Enter the total number that can be verified by the Department of Taxation.
NUMBER OF TAX ASSESSMENTS ADJUSTED (REAL ESTATE, BUSINESS LICENSES,
PERSONAL PROPERTY, ETC.): Enter the total number of adjustments that your office made
during the year. This total should include any adjustments caused by proration or audits.
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COMMISSIONER OF THE REVENUE - BASED WORKLOAD DEFINITIONS:

14. NUMBER OF CEMETERY TRUST ACCOUNTS THAT ARE ADMINISTERED BY YOUR
OFFICE: Enter the number of cemetery companies that filed annual reports with your office.

15. NUMBER OF FINANCIAL INSTITUTIONS THAT ARE REQUIRED TO FILE THE BANK
FRANCHISE TAX WITH YOUR OFFICE: Enter the total number of banks that can be verified
with the Department of Taxation.

16. NUMBER OF PUBLIC SERVICE CORPORATIONS THAT ARE ASSESSED: Enter the
number of Public Service Corporations and Railroad companies that are assessed and that can be
verified with the State Corporations and Railroad companies that are assessed and that can be verified
with the State Corporation Commission and the Department of Taxation.

17. NUMBER OF COAL/GAS SEVERANCE TAX, COAL ROAD TAX., OIL SEVERANCE TAX
AND MINERAL TAX ACCOUNTS: If your office handles these functions, enter the number of
Coal/Gas Severance, Coal Road, Oil Severance and mineral taxes accounts. Do not multiply this
figure by any factor if billed more than once a year.

18. NUMBER OF MOTOR VEHICLE “NO FEE” DECALS ISSUED (ILE. MILITARY
PERSONNEL OR OWNERSHIP TRANSFERS):

19. NUMBER OF MOTOR VEHICLE LICENSE DECALS SOLD:

WORKLOAD ITEM WEIGHTS
1. PARCELS 0.08
2. TRANSFERS 0.50
3. REASSESSMENTS 1.25
4. PERSONAL PROPERTY 0.17
5. M&T/BUSINESS/FARM 0.33
6. MOBILE HOMES 0.33
7. TAX RELIEF 0.50
8. BPOL/MC 0.50
9. LAND USE 0.50
10. EXCISE TAX 4.00
11. STATE TAX RETURNS 0.33
12. ESTIMATED TAXES 0.17
13. ADJUSTMENTS 0.17
14. CEMETERIES 8.00
15. BANK FRANCHISE 1.00
16. PUBLIC SERVICE CORPORATIONS 2.00
17. COAL/GAS/OIL/MINES 2.00
18. “NO FEE” DECALS ISSUED 0.17
19. VEHICLE DECALS SOLD 0.00

FORMULA: 1.7864 + (0.00029271 * Average Weighted Workload)

To calculate the total staff need in the Director of Finance’s office for all duties:
TOTAL STAFF NEED: (Treasurer Based Staff Need) + Commissioner of Revenue Based Staff Need) — 1
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1. TOTAL BUDGET FOR TREASURER'S OFFICE FOR LAST COMPLETE FISCAL
YEAR. Enter the total approved budgeted amount for your office (Compensation Board and
Locality Budget). Amounts should be recorded to the nearest thousand. For example, if the total
budget amount is $356,957.00 enter '357'.

2. TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (PERSONNEL). Enter
the total approved budgeted amount (Compensation Board and Locality Budget) for personnel.
Amount should be recorded to the nearest thousand. For example, if the total budgeted amount for
personnel costs is $257,901.00, enter '258'.

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (OFFICE
EXPENSES). Enter the total approved budgeted amount (Compensation Board and Locality
Budget) for office expenses. Amount should be recorded to nearest thousand. For example, if the
total budgeted amount for office expenses is $12,945.00 enter '13'".

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (CAPITAL
OUTLAY). Enter the total approved budgeted amount (Compensation Board and Locality
Budget) for capital outlay. Amount should be recorded to nearest thousand. For example, if the
total budgeted amount for capital outlay is $45,007.00, enter '45'.

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (OTHER
EXPENDITURES). Enter the total approved budgeted amount (Compensation Board and
Locality Budget) for other expenditures. Amount should be recorded to nearest thousand. For
example, if the total budgeted amount for other expenditures is $45,002.00, enter '45'.

3. TOTAL FTE POSITIONS (ALL SOURCES). Enter the number of positions in your office.
Actual numbers should be recorded. This number should be equal the Compensation Board
funded positions plus the Locality funded positions.

TOTAL FTE POSITIONS (COMPENSATION BOARD FUNDED). Enter the number of
positions the Compensation Board funds in your office. Actual numbers should be recorded.
TOTAL FTE POSITIONS (LOCALITY FUNDED FTE). Enter the number of positions your
locality currently funds. Actual numbers should be recorded.

4. TOTAL SALARY (TREASURER). Enter the actual salary of the Treasurer for the specified
time period. Actual salary amount should be recorded and any local supplement should be
included.

5. TOTAL SALARY (CHIEF DEPUTY). Enter the actual salary of the Chief Deputy Treasurer
for the specified time period. Actual salary amount should be recorded and any local supplement
should be included.

6. EQUIPMENT (NUMBER OF PCs). Enter the actual number of PCs in your office for the
specified time period. Actual numbers should be recorded.
7. REVENUE, LAST COMPLETE FISCAL YEAR (REAL ESTATE LEVY). Enter the amount of real
estate taxes levied during the specified time period. Amounts should be recorded to the nearest thousand.
For example, if the revenue amount is $456,921.00, enter '457'.
8. REVENUE, LAST COMPLETE FISCAL YEAR (REAL ESTATE COLLECTED). Enter the
amount of real estate taxes collected during the specified time period. Amounts should be recorded to the
nearest thousand. For example, if the revenue amount is $1,256,948.00, enter '1257'.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

REVENUE, LAST COMPLETE FISCAL YEAR (PERSONAL PROPERTY LEVY).
Enter the amount of personal property taxes levied during the specified time period. Amounts
should be recorded to the nearest thousand. For example, if the revenue amount is $257,121.00,
enter 257"

REVENUE, LAST COMPLETE FISCAL YEAR (PERSONAL PROPERTY
COLLECTED). Enter the amount of personal property taxes collected during the specified
time period. Amounts should be recorded to the nearest thousand. For example, if the revenue
amount is '$124,921.00', enter '125".

DELINQUENT BALANCES, LAST COMPLETE FISCAL YEAR (TOTAL REAL
ESTATE (20 YEARS). Enter the amount of the delinquent real estate balances for the
specified time period. Amounts should be recorded to the nearest thousand. For example, if the
delinquent balance amount is $756,925.00, enter '757'.

DELINQUENT BALANCES, LAST COMPLETE FISCAL YEAR (TOTAL PERSONAL
PROPERTY (5 YEARS). Enter the amount of the delinquent personal property balances for
the specified time period. Amounts should be recorded to the nearest thousand. For example, if
the delinquent balance amount is $295,846.00, enter '296'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR
(CERTIFICATES OF DEPOSIT). Enter the dollar amount for certificates of deposit in your
office. Amounts should be recorded to the nearest thousand. For example, if the investment
amount is $5,799,231.00, enter '5800'".

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (BA's). Enter
the dollar amount for BA's in your office. Amounts should be recorded to the nearest thousand.
For example, if the investment amount is $978,234.00, enter '978".

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR
(REPURCHASE AGREEMENTS). Enter the dollar amount for repurchase agreements in
your office. Amounts should be recorded to the nearest thousand. For example, if the
investment amount is $1,257,945.00, enter 1258.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (U.S.
TREASURY/AGENCIES). Enter the dollar amount for U.S. Treasury bonds in your office.
Amounts should be recorded to the nearest thousand. For example, if the investment amount is
$7,945,201.00, enter '7945'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (LGIP).
Enter the dollar amount for LGIP in your office. Amounts should be recorded to the nearest
thousand. For example, if the investment amount is $99,236,736.00, enter '99237".
INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (SNAP).
Enter the dollar amount for SNAP in your office. Amounts should be recorded to the nearest
thousand. For example, if the investment amount is $159,248.00, enter '159".

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (CAPITAL
RESERVE FUND). Enter the dollar amount for capital reserve funds in your office. Amounts
should be recorded to the nearest thousand. For example, if the investment amount is
$245,239,437.00, enter '245239'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (OTHER).
Enter the dollar amount for all investments in your office not covered in one of the other sub-
categories. Amounts should be recorded to the nearest thousand. For example, if the
investment amount is $294,932.00, enter '295".
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F1=HELF Fz=ATH BDGE F3I=MENL Fa4=TOTL F7=FRWV F&=IMXT F9=FRV QTR F10=IMXT QTR F 1Z=CA&AFN
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MCEBE —F COIN BEUDGELD REQUIEZST 1l~-z29-2004 10:54
¥ _.071s52004 F¥: 2005 LoOoC: 001 OFF: 732 ACCOMACE COLINTY

Tools

RECORD WORELOAD IRFORMATION — MORTHLY
CALEMDAR YEAR ZOO3 ocT 5 (e ¥ DEC QUARTER 4

10. PERSOMALIL PROPERTY EILLED PER YEARE =
DUE DATES PERSOMAL PROPERTY 1205 0000 0000 O000

11. FERSOMAL FROFERTY FRORATED ¥
COLLECTION ACTIORS. WEHICLE LICERSES AND STATE IRCOME TASD -

12. ENFORCEMERNT 2ACOTIORS
DEBET SET-0OFF ACCTS
WARRAILIS ISSUUED
PARCELS TN JUOODICTIATL SALES
TaX LIENS
TREASIIRER STIMMORS
DISTRESSE WARRAIMNTS
DELIMNQIIENT HOTICES
OTHER COLLECTIOR ACTIORS

00000000

F1=-HELF FzZ=ATH BD3 F3=MERL] F4=TOTL F7=FPRY FS=HMHXT F9=FPRY OTRE F10=bT QTR F12Z=0ARMN

Connected to host 165.176.120.129 10:54 Ak
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Fi Wiew Tools Session  Options  Help
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MCBF —& COIM BUDGET REQIITEST 11-29-2004 10:55
.07 152004 EFY: LOC: 001 OFF: 732 ACCOMACE COLRTLTY

RECORD WORKELOAD INFORMATION — KMOBRIHLY
CALENDAR YEAR acT IO DEC QUARTER 4
13. WEHICLE LIC SOLD [u]
14. STATE INCOME TAX MEMORARDA

MIMEER TIMES DELIMQIIENT STATE

IMCOME Tax BILLED PEER WEAR O

COLLECTION ACTIONS IMITIATED [u]
15. ESTIMATED TaX ACCOULIT

REMINDER MOTICES SEMNTY (Y¥-~1T) T

le. ESTIMATED TaAX PAYMERLTS o
17 . LOCAL EBIISIMNESS LICERSE TaX [u]
15. UNMCLAIMED PROFPERIY REPORT FILEDY (W-LIl W
13 . BANKRUPTCY CLAIMS FILED
20. OPTIORAL: ADDITIORAL WORKELOAD

SUCH A% IITILITY EBILLS. TRASH COLL EILLS .

Do LICERSES., ETC. o

F1l=HELF Fz=ATH BDG F3I=MEL] F4=TOTL F7=PR%Y FS8=LHXIT F9=FRY 0OTERE F1l0=bT OTEFE F 12=0CAM

[Connected o host 165.176.120.129 [ [ I [hossam
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Compensation Board 13-66
COIN Budget Request Users Guide
11/30/2005



CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #7, RECORD WORKLOAD INFORMATION

732 - TREASURERS

QUARTERLY:

CRAIG 2 — EXETRAI Persomal Clicent = = |
E wiews Tools Session  Options  Help
D e | =] ) & e |em] [ (3] 5% d| ]| elef] a2|mE]es] w2 |
[~rCEG—D COIN BUDGET REQUIESL 11-29-2004 10:56
W.O0F7152004 F¥: 2005 LOC: 001 OFF: 732 ACCOMACE COLRTTY
RECORD WORKLOAD INFORMATION — OQUARTERLY
CALENDAR YEAR zZO0z-4 ZO03-1 zZO03-2 ZO003-3
REAL ESTATE TaX AND FPERSONAL FPROPERTY TaAX:
124 . TAMABLE LAND PARCELS o o o
1E. LAND PARCELS MAINTAINED FOR MORTGAGE COS o
= REAL ESTATE TAXES EBILLED PER ¥R
DUE DATES REAL ESTATE TAXES 0605 1205
= REAL ESTATE TRANSFERS o o o
. REAL ESTATE FPARCELS IN RELIEF o o o
S. REAL ESTATE PARCELS IMN LAND LISE =] =] =]
= REFER LOCAL ESCHEATOR? I
IF YES. HOW MANY PARCELS o o o
7. PERSOMAL PROPERTY IN RELIEF o o o
= FERSONAL FPROFERTY ITEMS o o o
3. WEHICLE BILL TYFE (SINGLE-COMEO) COMEO

F1=HELFP FzZ=ATH EDGE F3=MEMNL F4=TOTL F7=PRWV FS=IMXT FS9=PRV OTR F10=IXT QTR F 1Z=CAaRFN

= ¢:po.x __________ —— / /@6
[Commected ko host 185,178, 120,122 "0 U hosssam
Mstaxce||| =mc. . |Ez.  |[Ec. . =ar. . |mo. | [F T 5 BSEsgr 10:-55 awm

= CRATIG 2 EXTRA Fersomnal Client — =] >
Fil= Edit W%iew Tools Session Options  Help

D= |2 s b | e [ee 3] 2| denlba]| e |wmf] o2|mE]w2] w2 |
MCBG—F COIM BUDGETL REQUEST 1i-29-z004 10:56
w.07152004 F¥: 2005 LOC: 001 OFF: 732 ACCOMACE COLMTTY

RECORD WORELOAD THFORMATION — QUIUARTERLY
CALEMNDAR YEAR

10. PERSOHAL PROFPERTY EILLED PER YEAE =
DUJE DATES PERSORAL PROPERTY 1205 0000 OO0O00 OO0O0

11. FERSOHMAL FROFERTY FRORATED W
COLLECTION ACTIONS. WEHICLE LICERSES AMND STATE IFCOME TAX:

12. EMNFORCEMENT ACTIONS
DEET SET-OFF ACCTS
WARRAMNTS ISSIIED
PARCELS TN JUODICIAL SALES
Tax LIERS
TREASURER SUMMMOMNS
DISTREESS WARRAITIZ
DELINQUERNT HOTICES
OTHER COLLECTIORN ACTIONNS

oooooooo
oooooooo
oooooooo
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OB — COIR BUDGET REQIIEST 11292004 10:56
WL.O0F1lSZ2004 EFiY oz 2005 LoOoC: o01 OFF & T332 ACCOMACE COLUINIY

RECORD WORELOAD THFORMATIORN — QUARTERLY
CALENDAR YEAR

13. "EHICLE LIC SOLD u} u} u}
14. STATE IRCOME TAX MEMORARDA

FIMBER TIMES DELINQIIENT =STATE

INCoOME Tax BEILLED PER YEAR O

COLLECTION ACTIONS IMNITIATED u} u} u}
15. ESTIMATED TaAZX ACCOLINT

REMIMDER RMOTICES =SERTT? (Y¥-hT) T
le. ESTIMATED TAX PAYMENLIES
17 . LOCAIL BUSIMNESS LICERSE T2
18. NCLATMED PROPERTY REPORT FILED?Y (YW-tI) %7
19 . BAMNERUIUPTCY CLATME FILED [} [} [}
Z20. OPTIONAL: ADDITIORAL WORKLOAD

SUCH AS ITILITY BILLS,., TRASH COLL BILLS ..

DOG LICERSEDS. ETC . u} u} u}
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F1=HELF FZ2Z=ATH BDGE F3=MERL] F4=TOTL F7=FPRY FS=HXT F9=FPRWYV OTE F10=bZ=T QTR F12Z=CAN
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ANNUALLY:

EXTRA FPersonal Clicent

Wisw Tools

n Options  Help

— =]

D|ﬁ—;|ﬂ|§| gss||é.||ﬁ = AN A N e el (e B LS

o 11 BEFL— D COIR BUDGETD REQUIEZT 11292004 10:57
W.O0F152004 F¥: 2005 LocC: 001 OFF: 732 ACCOMACE COLNTY

RECORD WORKLOAD IMNFORMATION — AWRLIALLY
CALENDAR YEAR Zoo1 zooz Z003 BTG

REAL ESTATE TAX AMD FPERZIONHAL FPROFPERTY TAX:
1A . TAXAEBLE LAND PARCELS 36291 35203 140 23878
1B. LaND PARCELS MATNTATIMED FOR MORTGOGAGE CO3S 466 317 328 370
2. REAL ESTATE TAXES BILLED FER YR 2 2 =z

DUUE DATES REALI ESTATE TAXNES Oe0s 1205
3. EEAIL. ESTATE TRAMNSFERS 109 2699 3025 2944
4. EFEEAL ESTATE FARCELS IMN RELIEF 406 398 420 408
5. REAL ESTATE PARCELS TN LAWND LISE 1452 1446 1517 1472
5. REEFEER LOCAL ESCHEATOERTY ja g ja g j g

IF YES. HOW MANY PARCELS a a o
oo FPERSOMAL FPROFPERTY IMN RELIEF 50 50 56 52
9. FERZOMAL FROFERTY ITEMS 51595 601585 [ER=a=p=a=] 51437
L= WEHICLE EILL TY¥PE (SIMNSGLE~COMEOQ] COMEBEO COMBO__

F1=HELF FzZ=ATH BD& F3I=MEMIT F4=TOTL F7=FPRW FGS8=FXI FY9=FRWV YR F1lO0=HxXT YE F1Zz=CARM

[Connected ko host 165.176.120.129

[ T hoszam

MAstart|| =c. . |Elz. |[=c. . sar. . | =D, |

i I [Betn = Erogrcsd 10:57 aM

CRAT ] EXTRAI! FPersonal Client — =1 =]
Edit Wiew Tools Session Options Help
MCBH-F COIN BUDGET REQUIIEST 1l1~29-2004 10:58
¥._.0¥1s52004 F¥: 2005 LOC: 001 OFF: 732 ACCOMACE COLINTY
RECORD WORKELOAD INFORMATION — ANRILIALLY
CATFENDAR YEAR 2001 2002 2003 P
10. PERSOMAI PROFPERTY BILLED FPER YEAR 1 1 -
DUE DATES FPERSOMAIL PROPERTY 1205 0000 O0oOoO0 oooo
11. PERSOMAI FPROFPERTY FPRORATED o o o
COLLECTION ACTIONS, WEHICLE LICERNSES AMND STATE INNCOME Ta83<:
12 . ENFORCEMERT ACTIONS
DEBT SET-OFF aACCTS 49 1095 1021 955
WARRANTS ISSIIED 32 32 32 32
PARCELS IKN JUODICIAL SALES ] B7 49 39
TaAX LIENS ] ] o
TREASIIRER SLUIMMORS ] ] o
DISTRESS WARRANIS 19238 21889 205854 20570
DELIMQIITERT HOTICES ] ] o
OTHER COLLECTIORN ACTIONS 20837 21031 21097 20988
F1=HELF FZ2=ATH BDG3 F 3=MERLT F4=TOTL F7=PFR% F8=bzIT FlZz=Can
[Cornnected to host 165.176.120.129 [ [ 10:57 AM
MStare ||| = =E3 |[=e. . =ar | =D | | = = e = B - m gy, 10:57 aM
il CRATIG 2 EXTRA! Fersomal Client — =] >

File Edit  Wiew Tools Session Options Help

D = =] =] o |5 [s] [a0 C3] o= deil ] o] o |cE|ad] w2 |

p PAC BH — 15 COIN BUDGET REQUEST 1l1~29-2004 10:59
Y .07152004 F¥: 2005 LOC: 001 OFF: 732 ACCOMACE COLINIY

RECORD WORKELOAD TINFORMATION — ANRIIALLY
CALENDARE YEAR 2001 2002 2003 BTG
13. WEHICLE LIC SOLD 2203 1920 1795 1973

14. SJTATE IMNCOME TAX MEMORARDA
MUMEBEERE TIMES DELIMNQUERNL STATE

IMCOME TAaX BILLED FEERE YEAR o a [u}

COLLECTION ACTIORSE IMNITIATED 299 [=R=1=] 534 210
15. ESTIMATED TaAX ACCOURT

FEEMIMNDEER HMOTICES SEMNTY (X-I1) =T ja g
16. ESTIMATED TAX PAYMERNTS 975 9z2z 1152 10z6
17 . LOCAL BUSIMNEZSSE LICERNIE Tax 53 110 =) a0
158. UHCLAIMED FROFERITY REFORT FILEDY (W-LI) 4 v 4
19 . BAMNERUPTCY CLAIMSE FILED 104 115 110 110
Z20. OPTIOHAL : ADDITIORAL WORKELOAD

SUCH A TLILITY BILLS., TERAZSH COLL BILLS.

D3 LICEMZSES, ETC. 1599 1639 1496 1678

F1=HELPF FzZ=ATH BD3 F 3 =MELT Fa=T0TL F7=PERW F o=l Flz=CAR
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REAL ESTATE TAX:

1a.

1b.

2a.

2b.

NUMBER OF TAXABLE PARCELS: If your office handles the collection of real estate, enter the
total number of parcels of taxable real estate. INCLUDE regular book, supplements and roll back
assessments on land use. DO NOT multiply this figure by any factor if you prorate or bill more than
one a year. If your office does not handle the collection of real estate, ENTER 0.

NUMBER OF PARCELS MAINTAINED FOR MORTGAGE COMPANIES: If your office
handles the collection of real estate, enter the total number of parcels that you maintain for mortgage
companies. This includes the accounts that are maintained on the computer and processed by tape and
those that are manually processed for the mortgage companies.

NUMBER OF TIMES REAL ESTATE TAXES WERE BILLED PER YEAR: Enter the number
of times that you bill real estate taxes (Example: If your due dates were June 5 and December 5, the
answer is 2).

DUE DATES FOR REAL ESTATE: Enter the due dates for your real estate taxes.

NUMBER OF REAL ESTATE TRANSFERS: If your office handles the collection of real estate,
enter the number of parcels transferred for the year. If your office DOES NOT handle the collection of
real estate, ENTER ‘0’.

NUMBER OF REAL ESTATE PARCELS IN RELIEF TO THE ELDERLY/DISABLED
PROGRAM: If your office handles the collection of real estate, enter the total number of parcels with
a tax adjustment due to participation in the elderly/disabled program. DO NOT multiply this figure by
any factor if you prorate or bill more than once a year. If your office does not handle the collection of
real estate, ENTER 0’.

NUMBER OF PARCELS IN LAND USE PROGRAM: If your office handles the collection of real
estate, enter the total number of parcels with a tax adjustment due to participation in the land use
program. DO NOT multiply this figure by any factor if you prorate or bill more than once a year. If
your office does not handle the collection of real estate, ENTER 0°.

6a. DID YOUR LOCALITY REFER REAL ESTATE PARCELS TO THE LOCAL ESCHEATOR?

6b.

Type “Y” for YES or “N” for NO.

IF YES, ENTER TOTAL NUMBER OF PARCELS REFERRED TO THE ESCHEATOR
DURING THE YEAR.

7. NUMBER OF PERSONAL PROPERTY ITEMS IN RELIEF TO THE ELDERLY/DISABLED

PROGRAM: If your office handles the collection of personal property, enter the total number of
personal property items with a tax adjustment due to participation in the elderly/disabled program. DO
NOT multiply this figure by any factor if you prorate or bill more than once a year. If your office
DOES NOT handle the collection of personal property, ENTER ‘0°.

NUMBER OF ITEMS ON WHICH PERSONAL PROPERTY TAX IS ASSESSED EACH
YEAR: If your office handles the collection of personal property, include the total number of items of
personal property assessed. Count each separate motor vehicle, trailer, boat and motor, camper, travel
trailer, aircraft, mobile home and each assessment of machinery and tools, business personal property,
and farm accounts that are assessed. Each item is a separate count. (If you bill on a combined bill, you
may have to verify this number with your Commissioner of the Revenue — This should equal the total
of factors #4, #5, and #6 on the workload study for the Commissioner) INCLUDE regular assessments
as determined above for the year and all supplemental assessments. DO NOT multiply this figure by
any factor if you prorate or bill more than once a year. If your office DOES NOT handle the collection
of personal property, ENTER 0.
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9. DO YOU SEND A SINGLE BILL FOR EACH VEHICLE OR COMBINED BILL(S) ON ALL
VEHICLES FOR REGISTERED OWNERS? Type either SINGLE or COMBINED.

10a. NUMBER OF TIMES PERSONAL PROPERTY TAXES IS BILLED PER YEAR: Enter the
number of times that personal property taxes are billed (Example: If your due dates were June 5 and
December 5, the answer is 2.)

10b. DUE DATES FOR PERSONAL PROPERTY: Enter the due dates for your personal property
taxes.

11. DOES YOUR LOCALITY PRORATE PERSONAL PROPERTY? Type “Y” for YES or “N”
for NO.

COLLECTION ACTIONS:
12. ENFORCEMENT ACTIONS INITIATED FOR DELINQUENT ACCOUNTS:

Enter number of accounts in debt set-off program based on number of claims filed during the year.
Enter number of warrants issued during the year.

Enter number of parcels in judicial sale proceedings for the year.

Enter number of 3952 tax liens issued during the year.

Enter number of Treasurer’s summons issued during the year.

Enter number of distress warrants issued during the year.

Enter total of delinquent notices for real estate and personal property sent during the year.

Enter total of other collection actions taken during the year and describe these actions in space
provided.

S e a0 o

VEHICLE LICENSE:
13. NUMBER OF VEHICLE LICENSES SOLD: Enter total number of licenses issued during the year.
INCLUDE transfers and licenses issued without charge.

STATE INCOME TAX:

14a. NUMBER OF STATE INCOME TAX MEMORANDA RECEIVED/PROCESSED: Enter the
number of state income tax memoranda received and processed from the Commissioner of Revenue
during the year. INCLUDE those that are paid in full and those with a balance due.

14b. NUMBER OF TIMES YOU BILL DELINQUENT STATE INCOME TAX: Enter the number
of times that you bill your accounts are billed with delinquent state income taxes.

14c. NUMBER OF COLLECTION ACTIONS INITIATED AGAINST STATE INCOME TAX
ACCOUNTS: Enter the total of all collection actions initiated against state income tax accounts.
Include warrants issued, tax liens, and all delinquent notices sent for outstanding state income taxes.

15a. NUMBER OF ACCOUNTS MAINTAINED ON ESTIMATED STATE INCOME TAX
RETURNS: Enter the total number of accounts maintained on estimated state income tax returns.
Include both filed with the Commissioner of the Revenue and accounts not filed.

15b. DO YOU SEND REMINDER NOTICES ON ESTIMATED STATE INCOME TAX? ? Type
“Y” for YES or “N” for NO.

16. NUMBER OF ESTIMATED STATE INCOME TAX PAYMENTS COLLECTED: Enter the
total number of payments received in your office during the year. In theory, four (4) payments
should be collected on each assessment received from the Commissioner of the Revenue that you
maintain. Also include the total of payments received on accounts not filed with the Commissioner
but processed by your office.
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OTHER DUTIES:

Optional: Data from other activities of your office which significantly affect your workload, to
include (but not limited to) the following:

17. Number of local businesses in which license tax is collected: enter the total number of businesses
from whom you collect a license tax.

18. Did you file an unclaimed property report? ? Type “y” for yes or “n” for no.

19. If it was a positive report, how many accounts were sent to unclaimed property? Enter the total
number of accounts on the report filed with unclaimed property during the year.

20. Number of bankruptcy claims filed during the year: Enter the total number of bankruptcy claims
filed with your office, (i.e., Utility bills, trash collection bills, dog licenses, etc.)

The following weights were set by the Treasurers Association of Virginia on February 28, 1996, and
adopted by the Compensation Board.

| WORKLOAD ITEM | WEIGHT | % OF TIME | % OF TRANS |

REAL ESTATE 1.5484 23.52 15.19
PERSONAL PROPERTY  1.0796 21.98 20.36
COLLECTION ACTIONS  0.9852 12.62 12.81
VEHICLE DECAL SALES 0.7919 13.62 17.20
STATE TAX 3.0834 14.06 4.56
OTHER DUTIES 0.0000 14.20 29.89
REAL ESTATE:

Add responses to questions 1, 3, 4, 5, and 6b, multiply by 1.5484

PERSONAL PROPERTY:
Add responses to questions 7 and 8, multiply by 1.0796

COLLECTION ACTIONS:

Add responses to questions 12 a - h, multiply by 0.9852

VEHICLE DECALS:

Multiply response to question 13 by 0.7919

STATE TAX:

Add responses to questions 14a, 14c, 15a, and 16, multiply by 3.0834

OTHER DUTIES:

Question 17 is not weighted.
The weight applied to each workload item was determined by dividing the percentage of transactions for
each category by the percentage of time for that category. Only duties which are statutorily prescribed

functions of the Treasurer are weighted. Duties which were deemed to be local are not included in the
workload calculation.

To calculate the “STAFF NEED” in your office:
STAFF NEED = 1.92 + (0.000036 * TOTAL WEIGHTED WORKLOAD)
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CRATG 2 — EXTRA FPersonal Client — =1 =<1
Fil= Edit  “iew Tools Session Options Help

D] & & o] m 3] 22| Sl el=t] 22|mH|es]| n2] |
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TREASURERS AND DIRECTORS OF FIRANCE ——- ABSTRACT IMNFORMATIOR
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LoOCAL BUIDGET (ALL SOURCES) :
1. TOTAL EBUDGET FOR TREASIITRER'S OFFICE FOR
LAST COMPLETE FIZCAL YEAR. [u} S55 m Ses 374
=2 TREASURER'S BUDGET FOR LAST COMPLETE
FISCAL YEAR.
FPERSOMMEL u} 443 442 z295
OFFICE EXMPENSES u} 11=2 126 a9
CAPITAL OIITTLAY a a [u]
OTHER EXFPEND . [u} [u} o
STAFFING INEFORMATION
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COMP BOAERED FLINDED u} =] 5 3 =
LOCALITY FLIMDED FTE u} 1 1 [u}
SALARIES -
4. TOTAL SALARY : TREASIIRER a GOST1 GOST1 40350
= TOTAL SALARY : CHIEF DEFLTLY [u} zZTE66 ZTE6e6 18577
EQUIIFMENT
(= MILIMBER OF PC'S u} 1z 8 [
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.07152004 FY: 2005 LOC: 001 OFF: 732 ACCOMACE COLILMIN
TREASURERS AMND DIRECTORS OF FIMNAMNCE -—- ABSITRACT INFORMATIOR

FISCAL YEAR 2003 2004 2005 Faavie
REEVELNIE . LAST COMPLETE FISCAL YEAR
7. REAL ESTATE LEWVY a 9954 m 11522 F2O0Z2 ==
8. RFEAL ESTATE COLLECTED a Q9539 10820 B78A
k= FPERSONAL FPROPERTY LEWY [u} 4335 4064 2799
10. PERSOMAIL FPROFPERTY COLLECTED a 5596 S6d 2513
DELIMQUERMT BALAMCES. LAST COMFPFLETE FISCAL YEAR
11. TOTAL REAI ESTATE (20 YEARSIS) u} 2166 2216 1460
12. TOTAL PERSOMAL PROPERTY (5 YEARS) a 18969 1591 1220
IMWVESTEMENRT BALAMCES., EHND OF LAST COMFPLETE
FISCAL YEAR (I .E.. AS OF JUOME 30)
13. CERTIFICATES OF DEPOSIT a =% 59 41
14. Ba' [u} [u} o
15 . REPURCHASE AGREEMENTS a 2006 9571 6192
16. I.23. TREAS-AGENCIES a 29041 9E8 .
17 . LGEIFP [u} 5145 Sazz 2855 =
18. SHAP a a E513 2171
19. CAPITAL RESERWVE FLMND a a o
Z20. OTHEER [u} 1317 09945 S4z0 =
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FULL TIME PART TIME TOTAL REQIUTIRED DIFFERENCE
o o.s0 o.s0 S.68 4.53 104443 .20
NEED FERCERNT REQIIEST BREW
610.00 [u}

F1=HELF F2Z=AITITH ELIDGET F3I=MERNL F4=TOTALZS F9=FPRWV YEAR F10=KxT YEAR F12=MATHK

| =2 T X T e  E
|Connected ta host 185,176, 120,125 I I [ |zorem
#scare||| mc. . |Ez. |[Ec. . =ar. . | =ar. | |Il= (3 =& = [<EEn s ESEG, 2:07 PM
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OPTION #7, RECORD WORKLOAD INFORMATION

732 - TREASURERS
ABSTRACT DEFINITIONS

1. TOTAL BUDGET FOR TREASURER'S OFFICE FOR LAST COMPLETE FISCAL
YEAR. Enter the total approved budgeted amount for your office (Compensation Board and Locality
Budget). Amounts should be recorded to the nearest thousand. For example, if the total budget
amount is $356,957.00 enter '357".

2. TOTAL BUDGET FOR TREASURER'S OFFICE FOR LAST COMPLETE FISCAL YEAR.
Enter the total approved budgeted amount for your office (Compensation Board and Locality Budget).
Amounts should be recorded to the nearest thousand. For example, if the total budget amount is
$356,957.00 enter '357'.

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (PERSONNEL). Enter the
total approved budgeted amount (Compensation Board and Locality Budget) for personnel. Amount
should be recorded to the nearest thousand. For example, if the total budgeted amount for personnel
costs is $257,901.00, enter '258'".

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (OFFICE EXPENSES).
Enter the total approved budgeted amount (Compensation Board and Locality Budget) for office
expenses. Amount should be recorded to nearest thousand. For example, if the total budgeted amount
for office expenses is $12,945.00 enter '13".

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (CAPITAL OUTLAY).
Enter the total approved budgeted amount (Compensation Board and Locality Budget) for capital
outlay. Amount should be recorded to nearest thousand. For example, if the total budgeted amount for
capital outlay is $45,007.00, enter '45'.

TREASURER'S BUDGET FOR LAST COMPLETE FISCAL YEAR (OTHER
EXPENDITURES). Enter the total approved budgeted amount (Compensation Board and Locality
Budget) for other expenditures. Amount should be recorded to nearest thousand. For example, if the
total budgeted amount for other expenditures is $45,002.00, enter '45'.

3. TOTAL FTE POSITIONS (ALL SOURCES). Enter the number of positions in your office. Actual
numbers should be recorded. This number should be equal the Compensation Board funded positions
plus the Locality funded positions.

TOTAL FTE POSITIONS (COMPENSATION BOARD FUNDED). Enter the number of
positions the Compensation Board funds in your office. Actual numbers should be recorded.

TOTAL FTE POSITIONS (LOCALITY FUNDED FTE). Enter the number of positions your
locality currently funds. Actual numbers should be recorded.

4. TOTAL SALARY (TREASURER). Enter the actual salary of the Treasurer for the specified time
period. Actual salary amount should be recorded and any local supplement should be included.

5. TOTAL SALARY (CHIEF DEPUTY). Enter the actual salary of the Chief Deputy Treasurer for the
specified time period. Actual salary amount should be recorded and any local supplement should be
included.

6. EQUIPMENT (NUMBER OF PCs). Enter the actual number of PCs in your office for the specified
time period. Actual numbers should be recorded.

7. REVENUE, LAST COMPLETE FISCAL YEAR (REAL ESTATE LEVY). Enter the amount of
real estate taxes levied during the specified time period. Amounts should be recorded to the nearest
thousand. For example, if the revenue amount is $456,921.00, enter '457".

8. REVENUE, LAST COMPLETE FISCAL YEAR (REAL ESTATE COLLECTED). Enter the
amount of real estate taxes collected during the specified time period. Amounts should be recorded to
the nearest thousand. For example, if the revenue amount is $1,256,948.00, enter '1257".
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OPTION #7, RECORD WORKLOAD INFORMATION

732 - TREASURERS
ABSTRACT DEFINITIONS

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

REVENUE, LAST COMPLETE FISCAL YEAR (PERSONAL PROPERTY LEVY). Enter
the amount of personal property taxes levied during the specified time period. Amounts should be
recorded to the nearest thousand. For example, if the revenue amount is $257,121.00, enter 257"
REVENUE, LAST COMPLETE FISCAL YEAR (PERSONAL PROPERTY COLLECTED).
Enter the amount of personal property taxes collected during the specified time period. Amounts
should be recorded to the nearest thousand. For example, if the revenue amount is '$124,921.00',
enter '125".

DELINQUENT BALANCES, LAST COMPLETE FISCAL YEAR (TOTAL REAL ESTATE
(20 YEARS). Enter the amount of the delinquent real estate balances for the specified time period.
Amounts should be recorded to the nearest thousand. For example, if the delinquent balance amount
is $756,925.00, enter '757".

DELINQUENT BALANCES, LAST COMPLETE FISCAL YEAR (TOTAL PERSONAL
PROPERTY (5 YEARS)). Enter the amount of the delinquent personal property balances for the
specified time period. Amounts should be recorded to the nearest thousand. For example, if the
delinquent balance amount is $295,846.00, enter 296'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR
(CERTIFICATES OF DEPOSIT). Enter the dollar amount for certificates of deposit in your
office. Amounts should be recorded to the nearest thousand. For example, if the investment amount
is $5,799,231.00, enter '5800'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (BA's). Enter the
dollar amount for BA's in your office. Amounts should be recorded to the nearest thousand. For
example, if the investment amount is $978,234.00, enter '978".

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (REPURCHASE
AGREEMENTS). Enter the dollar amount for repurchase agreements in your office. Amounts
should be recorded to the nearest thousand. For example, if the investment amount is $1,257,945.00,
enter 1258.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (U.S.
TREASURY/AGENCIES). Enter the dollar amount for U.S. Treasury bonds in your office.
Amounts should be recorded to the nearest thousand. For example, if the investment amount is
$7,945,201.00, enter '7945'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (LGIP). Enter the
dollar amount for LGIP in your office. Amounts should be recorded to the nearest thousand. For
example, if the investment amount is $99,236,736.00, enter '99237".

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (SNAP). Enter the
dollar amount for SNAP in your office. Amounts should be recorded to the nearest thousand.
For example, if the investment amount is $159,248.00, enter '159".

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (CAPITAL
RESERVE FUND). Enter the dollar amount for capital reserve funds in your office. Amounts
should be recorded to the nearest thousand. For example, if the investment amount is
$245,239,437.00, enter '245239'.

INVESTMENT BALANCES, END OF LAST COMPLETE FISCAL YEAR (OTHER). Enter
the dollar amount for all investments in your office not covered in one of the other sub-categories.
Amounts should be recorded to the nearest thousand. For example, if the investment amount is
$294,932.00, enter 295'.

Compensation Board 13-74
COIN Budget Request Users Guide
11/30/2005




CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

This page left intentionally blank.

Compensation Board 13-75
COIN Budget Request Users Guide
11/30/2005



CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #7, RECORD WORKLOAD INFORMATION

734 - COMMISSIONERS OF THE REVENUE

MONTHLY:
=l=lxl

Fil= Edit Wiew Tools Session Options Help

D@ & o e|e [ (3] 58] wilii] ol o2|m=]al| k2| |

MCEF -H COIM BUDGET REQUEST 11-29-2004 11:00
W.07152004 F¥: Z0O0O5S LOC: 001 OFF: 734 ACCOMACE COLUNTY
RECORD WORELOAD IMNFORMATION - MOWNTHLY
CALENDAR YEAR 2003 ocT ROV DEC QUARTER 4
1. LAND PARCELS - a
2. REAL EZSTATE TRAMNZFERS a
3. REASZSEZSEMENTZE-MNEW CONTRUCTION a
4. FERZOMAL PROPERTY AZSEIZMENTS a
5. ACCTE (MACHINERY.-TOOLZ-FERZ FPROF) u}
6. MOBILE HOME AZSESSMENTS u}
7. TAX¥ RELIEF APPLICATIONS a
§. BUSIMNESS LIC-CAPITAL ACCTS a
9. LAND USER TAX-ROLLEBACE AFFL a
10. EX¥CIZE TaxXEI3-BUIINEIZ ASIEIZED a
11. ZSTATE TaX RETURHZ PROCEZZED u}
12. ESTIMATED STATE TAX ASSESEMENTS u}
13. TAX ASSESEMENTS ADJUSTED u}
14. CEMETARY TRUSTE ACCOLNTS a
15. FIMNAMCIAL INST-BANKE FRAMCHISE TAX a
lé. PUBLIC SERVICE CORFP ASSEZEED u}
F1=HELF F2Z=ATH BD3 F3=MEKUI F4=TOTL F7=FPRV FO8=HXT F9=FPRV QTR F10=HXT QTR F1z=CAN

|Connected to host 165.176.120.129 [ [ 10:59 AM
#stare||| ®mc. . |@E1. |[Ec  =r._. |@pD | @ 3 e = [Fir - a B EIagy 10:59 aM
. CRAIG 2?2 — EETRA! Persomnal Client _|5’|1|

File Edit W¥iew Tools Session Options Help

DI(&| & (@] 3] ®| @5 _e|w| 22|m|sl| x|

MCEF-I COIM BUDGET REQUEST 11292004 11:00
W.07152004 FY: 2005 LOC: 001 OFF: 734 ACCOMACE COUNTY

RECORD WORELOAD INFORMATION - MOWTHLY

CALENDAE YEAR 2003 ocCT oW DEC QUARTER 4
17. COAL-GAS, 0IL, MINERAL TaAX ACCOLNTS - u]
18. ISSUANCE OF 'WNO FEE' MOTOR WEH DECALS u]
19. SALE OF MOTOR VEHICLE DECALS u]

F1=HELF FZ2=ATH BDG F3=MENU F4=TOTL F7=PRV FS=MNx{T F9=FPRV QTR F10=NxT QTR F12=CAN

[Connected ko host 165.176.120.129 [ [ 10053 &M

#Mstare| | mc  |@1 |[®mc.. sar @D | | B e = [ @ EiEy 1059
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OPTION #7, RECORD WORKLOAD INFORMATION

734 - COMMISSIONERS OF THE REVENUE

MONTHLY:

— EXTRA! Persomal Client == x|

File Edit W%iew Tools Session Options Help

Olz|E] &| & =2 fe 3] %] @] o= 22| x2]

mMCEG-H COIN BUDGET REQUEST 11292004 11:01
W.07152004 FY: 2005 LOC: 001 OFF: 734 ACCOMACE COLNTY

RECORD WORELOAD IMFORMATION - QUARTERLY
CALENDAR YEAR 2002-4 2003~1 2003~-2 20033

LAND PARCELZ

REAL ESTATE TEAMSFERS
REASSEZSMENTZS -NEW CONTRUICTION
FERZOMAL PROPERTY ASZEZEMENTS
ACCTE (MACHIMERY.-TOOLZ-PERZ PROP)
MOBILE HOME AZSIESSMENTS

T&¥ RELIEF APPLICATIONS

EUSIMNESS LICCAPITAL ACCTE

LAND USER TAX-ROLLBACE AFPL

10. EXCISE TAXEZS-BUIINEZSZ AZSESZED
11. ZTATE TAX RETUEREHWNZ PROCEZZED

12. ESTIMATED ZTATE TaX ASSEISMENTS
13. TAX ASSERZMENTE ADJUITED

14. CEMETARY TRUSTS ACCOUNTS

15. FIMNARMCIAL IMST~-BAME FRAMCHISE TAX
16. PUBLIC ZEREVICE CORFP AZZESZED

WO =] s WM

e e e e e e e o
e e e e e e e o
e e e e e e e o

F1=HELF F2=ATH BDG F3=MEMNU F4=TOTL F7=FRV F&8=MXT F9=PRV QTR F10=MxT QTR F12=CAN

|Connected to host 165.176.120.129 [ [ r 11:00 &M
#stare||| Bc. . |F1. . |[Ec . mr. |®=p. | || @ e [ aaErgy 11:00 an

O CRAIG 2 — EXTRA! Persomnal Client =1 =]

Fil= Edit Wiew Tools Session Options Help

Oz || & & =]l (3] 2] &6 o= =2|mE]af] x2|

mMCEG-T COIM BUDGET REQUEST 11-29-2004 11:01
W.07152004 F¥: 2005 LOC: 001 OFF: 734 ACCOMACE COUNTY

RECORD WORELOAD IMFOEMATION - QUARTERLY
CALENDAR YEAR

17. COAL-GAS, OIL, MIMNERAL TaAX ACCOUNTS
18. ISEUAMCE COF 'MO FEE' MOTOR WEH DECALS
19. ZALE OF MOTOR VEHICLE DECALZE

ooo
ooo
ooo

F1=HELF F2=ATH BDG F3=MEMNU F4=TOTL F¥=FRV FO=MXT F9=PRV QTR F10=MN¥T QTE F12=CAN

[Connected to host 165.176.120.129 [ [ [ [ [itooam
#Astars||| MmMc  |@1  |[@c.. =ar @D | || =@ M & o [Er aBEsE, 11:00 an
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OPTION #7, RECORD WORKLOAD INFORMATION

734 - COMMISSIONERS OF THE REVENUE

ANNUALLY:

il CRALG 2 —
File Edit Orptions Help

O == =] 2 o] e 3] 32| e o= 22|63 |ad| »2] |

EXTRA!
Tools

FPersonal Client

= e |

Wi Session

po 11 EHL —FL COIN EUDGET REQUEST 11-29-z004 11:02
Y .07152004 F¥: 2005 LOC: 001 OFF: 734 ACCOMACE COLINIY
REECORD WORELOAD TIRFORMATIORN — ANBLIALLY
CALEMNDAR YEAR 2001 = m =g 2003 ANG
1. LaND PARCELS u} u} [u}
Z. REAIL ESTATE TRAMNSFERS u} u} [u}
3. REASSESSMERNTIS -MNEW CORTTRLICTIOR u} u} [u}
4. PERSOMAL PROPERTY ASSESSMENTS 57471 55976 583041 57250
S. ACCTE (MACHIMNERY -TOOLZ-PERZ PROP) ich=4 =7 =7 35
6. MOEBEILE HOME ASSESSMERTS 4095 4152
7. TAX RELIEF APPLICATIORS 941 EE S
8. BLUSIMNESZ LIC-/CAPITAL ACCTS 975 1026
9. LAMND LISER TAXM - ROLLEACKE AFPPL u}
10. EXCIZSE TAMES-BUSIIMESS ASSESSED j=dulu] Z0o1
11. STATE TAX RETURRKS PROCESSED 11679 10847
12. ESTIMATED STATE TaAXM ASSESSMERTS 985 S05
13 . Tax AIIEISMERTSE ADJTIISTED 1500 1192
14 . CEMETARY TRIISTS ACCOLINTS [u}
15. FIMAMNCIAL IMNIT-BAMNK FRAMNCHIZE TaAS =4 =4 = =4
16. PLELIC SERVICE CORP ASSESSED 1z 14 16 14
F1=HELF FzZ=ATH BDX F 3 =MERILT Fa=TOTL F7=PF%w F S =rI>IT F12=CaAr

[Connected to host 165,176, 120,129 [ [

#scare||| e |Ez. |[Ec. . mar. . |=ip. | |11 [/ = =

I [himonam
[ =2 2 S EAE, 11:01 aM

il CRATG 2 — EXTRAI
File Edit MWiE Tools Session Oprions Help

O e =] =] 5 o e o C5)] 52| il b o= a2|cE|ad| w2 |

Fersonal Client

Tl e |

pu A EH— T COIN EUDGET REQUEST 11-29-z004 11:02
Y .0F7152004 F¥: 2005 LOC: 001 OFF: F34 ACCOMACE COLIITY
RECORD WORKLOAD INFORMATION — AMNRIALLY

CALENDARE YEAR 2001 2002 2003 BTG
17 . CoAL-GAS, OIL. MIMERAL TAX ACCOLIRTLSE a a o
18. ISSUANCE OF 'HO FEE' MOTOR WEH DECALS u} u} [u}
19. SALE OF MOTOR WEHICLE DECALS [u}

F1=HELP Fz=ATH EDZ F 3 =MEMLT F4=T0OTL F7=PRW FS=bT{T Flz=CArT

Cornnected ko host 165,176, 120,129

- [ [ [ [itozam
#scaxc||| mc. . |Ez. . |[Ec.. =ar. . |@=D. . | || &8 M & =

[t B B E3aEe 11:02 aM

CRATG 2 — EXTRA
Fil= Edit Misw Tools Session Cptions Help
D |E| = & |me s [as (8] 32| S| fe] o=t 2|6 as]| w2 |

A B T —2 COIN EBUDGETLT REQUIEST
F.oO0F7152004 FYo: 001 OFF: 734 ACCOMACE COLIRTY

FPersonal Client

=lemi =i

l1l-29-2004 14:09

2005 LOC:

RECORD WORKLOAD INFORMATION — FTE TOTALS
z0

TOTAL

FTE
FULL TIME PART TIME

51 o.o0

NMEED PERCERT

SF .00

F1=HELF Fz=AILTTH BUDGZET

Connected ko host 165,176, 120,129
===

N =E=

MhSearc|| Sc

Compensation Board

03 MAY (AFTER ALLOCATIONS)
FTE E

FT FTE
TOTAL REQUIRED DIFFEREMCE

4 .00 GB.25 2.28

REQUEST MNEW

o

F3=MEINMNL Fa4=TOTALS F9=FRV YEAR F10=IHxXT YEAR F 1Z=MAIN

[zios P
|<E- T e B S st z:08 PM

—
sar. | Ein. | || &= e

=10
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OPTION #7, RECORD WORKLOAD INFORMATION

734 - COMMISSIONERS OF THE REVENUE
WORKLOAD DEFINITIONS

10.

11.

12.

13.

NUMBER OF PARCELS OF LAND: If your office handles real estate, enter the total number of
parcels of real estate, taxable and non-taxable. Do not multiply this figure by any factor if you prorate
or bill more than once a year.

NUMBER OF REAL ESTATE TRANSFERS: If your office handles real estate, enter the total
number of transfer of parcels for the year.

NUMBER OF REASSESSMENTS DUE TO NEW CONSTRUCTION: If your office assesses
new construction, enter the total number of assessments adjusted due to new construction. Do not
enter the number of total number of building permits. Do not enter the number of visits to a property
for measurements and listings.

NUMBER OF PERSONAL PROPERTY ASSESSMENTS: Enter the total number of items of the
following kinds of personal property assessments in your jurisdiction: count each separate motor
vehicle, motorcycle, utility, road or boat trailer, boat and motors, campers, travel trailers, aircraft, etc.
Each item is a separate count. Do not multiply this factor by any factor if you prorate or bill more than
once a year. Note: The sum of factors #4, #5, and #6 should equal the total number of all personal
property accounts in your locality.

NUMBER OF MACHINERY AND TOOLS, BUSINESS PERSONAL PROPERTY AND FARM
ACCOUNTS: Enter the total number of manufacturing machinery and tools, business personal
property and farm accounts that you assess. Do not multiply this figure by any factor if you prorate or
bill more than once a year.

NUMBER OF MOBILE HOME ASSESSMENTS: Enter the total number of mobile homes that
you treat as personal property. Do not multiply this figure by any factor if you prorate or bill more
than once a year.

NUMBER OF APPLICATIONS RECEIVED FOR TAX RELIEF, REAL ESTATE,
PERSONAL PROPERTY., DISABLED, ETC.: Enter the total of the applications received in your
office annually. Do not multiply this figure by any factor if you prorate or bill more than once a year.

NUMBER OF BUSINESS LICENSES ISSUED AND MERCHANTS CAPITAL ACCOUNTS:
Enter the total number of all business licenses processed annually. For those localities with merchant’s
capital, report the total number of accounts.

NUMBER OF APPLICATIONS PROCESSED FOR LAND USE TAXATION AND
ROLLBACK ASSESSMENTS: Enter the total number of land use and rollback applications
processed.

NUMBER OF BUSINESS ACCOUNTS ASSESSED FOR EXCISE TAXES: Enter the total
number of business accounts. This should include meals, lodging, admissions, short-term rental and
any other local excise taxes assessed. Do not multiply this number by the number of processings
during a year, i.e., Do not multiply by twelve (12) for monthly processings or by four (4) for quarterly
processings.

NUMBER OF STATE INCOME TAX RETURNS PROCESSED BY YOUR OFFICE: Enter the
total number that can be verified by the Department of Taxation.

NUMBER OF STATE TAX ASSESSMENTS FOR ANNUAL ESTIMATED INCOME
TAXPAYERS: Enter the total number that can be verified by the Department of Taxation.

NUMBER OF TAX ASSESSMENTS ADJUSTED (REAL ESTATE, BUSINESS LICENSES,
PERSONAL PROPERTY, ETC.): Enter the total number of adjustments that your office made
during the year. This total should include any adjustments caused by proration or audits.
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OPTION #7, RECORD WORKLOAD INFORMATION

734 - COMMISSIONERS OF THE REVENUE
WORKLOAD DEFINITIONS

14. NUMBER OF CEMETERY TRUST ACCOUNTS THAT ARE ADMINISTERED BY YOUR
OFFICE: Enter number of cemetery companies that filed annual reports with your office.

15. NUMBER OF FINANCIAL INSTITUTIONS THAT ARE REQUIRED TO FILE THE BANK
FRANCHISE TAX WITH YOUR OFFICE: Enter the total number of banks that can be verified
with the Department of Taxation.

16. NUMBER OF PUBLIC SERVICE CORPORATIONS THAT ARE ASSESSED: Enter the
number of Public Service Corporations and Railroad companies that are assessed and that can be
verified with the State Corporations and Railroad companies that are assessed and that can be verified
with the State Corporation Commission and the Department of Taxation.

17. NUMBER OF COAL/GAS SEVERANCE TAX, COAL ROAD TAX, OIL SEVERANCE TAX
AND MINERAL TAX ACCOUNTS: If your office handles these functions, enter the number of
Coal/Gas Severance, Coal Road, Oil Severance and mineral taxes accounts. Do not multiply this
figure by any factor if billed more than once a year.

18. NUMBER OF MOTOR VEHICLE “NO FEE” DECALS ISSUED (EX., MILITARY
PERSONNEL OR OWNERSHIP TRANSFERS):

To calculate the Commissioner of Revenue-Based Staff need in your office based on Commissioner of
Revenue type duties only:

19. NUMBER OF MOTOR VEHICLE LICENSE DECALS SOLD:

WORKLOAD ITEM WEIGHTS
1.  PARCELS 0.08
2. TRANSFERS 0.50
3. REASSESSMENTS 1.25
4. PERSONAL PROPERTY 0.17
5. M&T/BUSINESS/FARM 0.33
6. MOBILE HOMES 0.33
7.  TAXRELIEF 0.50
8. BPOL/MC 0.50
9.  LAND USE 0.50
10. EXCISE TAX 4.00
11. STATE TAX RETURNS 0.33
12. ESTIMATED TAXES 0.17
13.  ADJUSTMENTS 0.17
14. CEMETERIES 8.00
15. BANK FRANCHISE 1.00
16. PUBLIC SERVICE CORPORATIONS 2.00
17. COAL/GAS/OIL/MINES 2.00
18. “NO FEE” DECALS ISSUED 0.17
19.  VEHICLE DECALS SOLD 0.00

FORMULA: 1.7864 + (0.00029271 * Average Weighted Workload)

The following weights were set by the Commissioner of Revenue Association of Virginia for
Commissioner of the Revenue-type duties and adopted by the Compensation Board:

COMMISSIONER OF REVENUE-BASED STAFF NEED: 1.7864 + (0.00029271 * Average
Weighted Commissioner of Revenue-Based Workload)
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14. OPTION #8, BUDGET CHECKLIST

PURPOSE:

These screens will be displayed when ‘Option #8, Budget Checklist’ is selected on the Budget Request
Menu. There are multiple screens that allow the entry of comments in a free form format. The use of these
screens is optional and the data entered is not edited.

This screen is available for any information you feel is necessary for the Compensation Board to know
about your on-line budget request. You may still wish to send paper documentation for more detailed

comments.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
o COIN Budget Request Menu — Select Option #8, Budget Check-Off Worksheet

HELPFUL HINTS:

e Data fields on the Budget Check List screen must be completed for Certifying the Budget Request

e [t is very important that we obtain the name of the person we can contact if we have questions
concerning your Budget Request

e  Screens will time out in 15 minutest.

ALL CONSTITUTIONAL OFFICERS
A NAVIGATIONAL PATH IS ABAILABLE
WITHIN THE BUDGET CHECKLIST TO UPDATE LOCALITY CONTACT INFORMATION

e OPTION #8, BUDGET CHECKLIST

v Select the ‘F9 Locality’ function key from within the Budget Checklist screen if you need to
update your demographic locality contact information

= LIDS - EXTRA! Personal Client
File Edit Wiew Tools Session  Options  Help

D ||| e [ (3] 52 sl ii| elmE| af|mH|as| k2|

MCB7 COIN BUDGET REQUEST 11/11/,2004
V.01812005 F¥: 2005 LOC: ©49 O0OFF: 384 CUMBERLAND COUNTY

BUDGET CHECKLIST

1. VYERIFICATION OR CORRECTIONS TO ADDRESS, PHONE AND FAX INFORMATION _
2. PLEASE ENTER NAME OF CONTACT PERSON CONCERNING BUDGET SUBMISSSION X
3. JUSTIFICATION FOR PART TIME EMPLOYEES A4
<4 . IS THERE A PLANNED EXPANSION OF ¥Y¥OUR JAIL FACILITY? _
CONTACT NAME : _JUDY K. MARION

PHONE : EXTENSION =
E-MAIL =

F1=HELP FZ=AUTH BDG F3=EXIT F4=TOTALS FO=LOCALITY F11=EXPNSN INFO F12=MENU
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OPTION #8, BUDGET CHECK-OFF WORKSHEET

ALL CONSTITUTIONAL OFFICERS
A NAVIGATIONAL PATH IS ABAILABLE
WITHIN THE BUDGET CHECKLIST TO UPDATE LOCALITY CONTACT INFORMATION

e ‘F9=LOCALITY’ (UPDATE LOCALITY CONTACT INFORMATION IF NEEDED) SCREEN:

= LIDS - EXTRA! Personal Client

File Edit W¥iew Tools Session Options Help

D] & 2 ]ole] e C3) 3] sl ] ol af|m|ws| w2|

MCBL COIN BUDGET REQUEST 11/11/2004 18:54
V.01052005 FY: 2085 LOC: 049 OFF: 384 CUMBERLAND COUNTY

LOCALITY INFORMATION

OFFICER NAME : CLAUDE B MEINHARD

LOCALITY : CUMBERLAND COUNTY

TITLE : SHERIFF

ADDRESS 1 : SHERIFF

ADDRESS 2 : P O BOX 71

cITY : CUMBERLAND

STATE : VA ZIP CODE: 28048 - 8871

TELEPHONE : 8844924128 EXT:

FAX # : 8944925811

F1=HELP F2=AUTH BDGT F3=EXIT F4=TOTALS F12=MENU

Bel %08 . 4 82/17

Connected to host 165.176.121

MUM 10:54 M

. LIDs - EXTRA! .. | 3 Fe0s coIMN Budgst R ) 10:54 AM

Procedures:

This screen is accessed from the Budget Request Checklist screen by depressing the F9 key.

This screen can be used to change address, phone and fax numbers for your office. To change the
information currently displayed on the screen type over the information and depress the enter key. You
will receive an update confirmation message. To close this screen and return to the Budget Request Check-
off Worksheet screen, depress the F3 Key.

1. Press the “TAB” key to move to the desired field.

2. Press the “ENTER” key, when you have corrected or completed the information requested.

3. Depress the ‘F3’ Key to return to the Budget Request Check-off Worksheet screen.

Officer Name: For display purposes only.

Locality Name: For display purposes only.

Title: For display purposes only.

Address 1: Enter the correct 1* line of your mailing address.

Address 2: Enter the correct 2™ line of your mailing address.

City: Enter the correct City for your mailing address.

State: Enter the correct State for your mailing address.

Zip: Enter the correct Zip code for your mailing address. If the last
4 positions of the zip code are not known, you may leave this
field blank.

Telephone: Enter the Correct Phone number for your office.

Fax #: Enter the Correct Facsimile number for your office.
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #8, BUDGET CHECK-OFF WORKSHEET

304 - SHERIFFS

e POP-UP SCREEN IF Y’, YES YOU PLAN AN EXPANSION FOR YOUR JAIL FACILITY

i LIDS - EXTRA! Personal Client [MEET]
File Edit wiew Tools Session options Help

D |6 S| &m|e]e (3] %] 5] o=t a2|m|af| k2|

MCB7 COIN BUDGET REQUEST 11/11/2004

V.81e12005 FY: 2006 LOC: ©49 OFF: 3984 CUMBERLAND COUNTY

BUDGET CHECKLIST

1. YVERIFICATION OR CORRECTIONS TO ADDRESS, PHONE AND FAX INFORMATION _
2. PLEASE ENTER NAME OF CONTACT PERSON CONCERNING BUDGET SUBMISSSIDN y
3. JUSTIFICATION FOR PART TIME EMPLOYEES )
4. IS THERE A PLANNED EXPANSION OF YOUR JAIL FACILITY? N
CONTACT MNAME : JUDY K. MARIOIN

PHONE : EXTENSION
E-MAIL :

VALUE MUST BE EITHER ¥Y/N
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FO=LOCALITY F11=EXPNSN INFO F12Z=MENU

Hel ea.l
Connected to host 165,176,120,129
Sernnected o

7 start [=

304- SHERIFFS
A NAVIGATIONAL PATH IS AVAILABLE WITHIN THE BUDGET CHECKLIST TO PROVIDE
PLANNED EXPANSION INFORMATION FOR YOUR JAIL FACILITY

e If Y’ for planned expansion press ‘Enter’ key and a additional information Pop-up screen will appear
that needs to be completed

Al LIDS - EXTRA! Personal Client

[— (=B
File Edit Wiew Tools Session Options Help
D=L & [Fo || oo 8] 5% o] ]| e8] of|cH || w2
MCB7 COIN BUDGET REQUEST 11/11/2004

V.91912005 FY¥Y: 2006 LOC: 949 OFF: 384 CUMBERLAND COUNTY

BUDGET CHECKLIST
EXEXXEXE X LXK XA AR A AX XL XXX E XA AX X XXX XXX X XN XXX
YERIFICATION OR CORREC

1. * PLEASE ENTER NEEDED INFORMATION * _
Z. PLEASE ENTER NAME OF C * »* A s
3. JUSTIFICATION FOR PART = COMPLETION DATE == > MM/DD/SCCYY * N
4. IS THERE A PLANNED EXP = ADDITIONAL BEDS = > »* Al
»* COOKS = > *
* CORRECTIONAL OFFICERS *
* MEDICAL *
# PF3=EXIT ENTER=PROCESS *
3% 36 63 I I I IE NN N M 3 I I I I I IE B N M N M 3 I I I N I N NN N MMM
CONTACT NAME : JUDY K. MARIOIN
PHONE = EXTENSION
E-MAIL

BUDGET CHECKLIST RECORDED SUCCESSFULLY
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F9=LOCALITY F11=EXPNSN INFO F12=MENU

Hel = :ee. 1

Connected to host 165,176.120,129
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #8, BUDGET CHECK-OFF WORKSHEET

304 - SUPERINTENDENTS
= LIDS - EXTRA! Personal Client [BEE
File Edit Miew Tools Sessiom  Options  Help
Ol @] & ool (8] %] bl o] e|s8| a2|m|as| h2|
MCB7 COIN BUDGET REQUEST 11/12/2004

V.01012005 FY: 20096 LOC: 468 OFF: 304 PAMUNKEY REG JAIL

BUDGET CHECKLIST

1. Verification or Corrections to Address, Phone and Fax information —
2. Please enter name of contact person concerning budget submisssion _
3. Justification for part time employees ]
4. Is there a planned expansion of your jail facility? _
CONTACT NAME =

PHONE = EXTENSION =
E-MAIL

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F9=LOCALITY F11=EXPNSN INFO F12=MENU

Hes N @108, 2 08/79

‘Conmected ko host 165.176.120.129 R 1:52 P

304 - SUPERINTENDENTS
A NAVIGATIONAL PATH IS AVAILABLE WITHIN THE BUDGET CHECKLIST TO PROVIDE
PLANNED EXPANSION INFORMATION FOR YOUR JAIL FACILITY

e NOTE:

v'If the Superintendent is responsible for a Jail Facility you will see the question below:
o IS THERE A PLANNED EXPANSION OF YOUR JAIL FACILITY? __
o  When entering “Y” and pressing the “F1”, Help key, you will be prompted to a second screen
and required to enter an estimated “Date of Completion”. This is the only required field on
the second screen.

= LIDS - EXTRA! Personal Client [EEET]
File Edit Wiew Tools Session ©Options Help

0= & | [ (8] 3| Wit e|m| o2 |6 |wd| w2

MCB7 COIN BUDGET REQUEST 11/17/2004

V.01912005 FY: 2086 LOC: 468 0OFF: 304 PAMUNKEY REG JAIL

BUDGET CHECKLIST
EEAAA XXX XXX XA XA A A AR A AR E AKX AN A AR XXX XX K XX

1. Verification or Correc = PLEASE ENTER NEEDED INFORMATION * _
2. Please enter name of c * * _
3. Justification for part = COMPLETION DATE = => HMM/DD/CCYY * M
4. Is there a planned exp = ADDITIONAL BEDS > * Y

® COOKS =========== > ®

* CORRECTIONAL OFFICERS *

* MED ICAL *

* PF3=EXIT ENMTER=PROCESS *

BN WS BB N N N N W N M N N N N M NI N NN MMM NN NNNNNENER KKK

CONTACT NAME
PHONE

EXTENSION =
E-MAIL

BUDGET CHECKLIST RECORDED SUCCESSFULLY
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FO9=LOCALITY F11=EXPNSN INFO F12=MENU

He N 1 18/57
Comnected ko host 165.176.120.129 oM 11112 AM
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #8, BUDGET CHECK-OFF WORKSHEET

320 - COMMONWEALTH’S ATTORNEYS

2 LIDS - EXTRA! Personal Client

File Edit W¥iew Tools Session Options Help

D= & ks 3] %] bilv] el a2|m|wl| x|
MCB7Y COIN BUDGET REQUEST 11/17/2004
V.910120885 FY: 20086 LOC: 849 OFF: 328 CUMBERLAND COUNTY
BUDGET CHECKLIST
1. Werification or Corrections to Address, Phone and Fax information —
2. Please enter name of contact person concerning budget submisssion _
3. Justification for part time employees N
4. I certify that the Statewide Juvenile Justice Project positions allocated _
to my office are used primarily, if not exclusively, for the prosecution
of delinquency and domestic relations felony cases of the Juvenile and
Domestic Relations District Courts. I understand that if the positions
are not used primarily, if not exclusively, for the prosecution of these
cases, that the Compensation Board shall reallocate the positions in
accordance with the provisions of the Appropriation Act.
CONTACT NAME
PHONE : EXTENSION
E-MAIL :
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F9=LOCALITY F12Z=MENU
He N 9 :ee.l a8/79

Connected to host 165,176.120,129

321 - CLERK OF THE CIRCUIT COURTS

A CIDH - EXTRA! Personal Client

File Edit View Tools Session Options Help

D (=] & o [o|m] e 3] 3| Ll o= 2f(m|xl| k2|
MCB7 COIN BUDGET REQUEST 16/28/2004

V.01812805 FY: 2006 LOC: 849 OFF: 321 CUMBERLAND COUNTY

BUDGET CHECKLIST

1. VERIFICATION OR CORRECTIONS TO ADDRESS, PHONE AND FAX INFORMATION —
2. PLEASE ENTER NAME OF CONTACT PERSON CONCERNING BUDGET SUBMISSSION

CONTACT NAME :
PHOMNE : EXTENSION

E-MAIL

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F9=LOCALITY F12=MENU

Connected to host 165,176.120,129

CAR MNUM 38 PM
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #8, BUDGET CHECK-OFF WORKSHEET

717 - DIRECTORS OF FINANCE AND 732 - TREASURERS

il LIDS - EXTRA! Personal Client
File Edit Wiew Toals Session Options Help

D e || =) | [0 (3] 3% e ] el|wE| o2 |EH|wf| W2

MCB7 COIN BUDGET REQUEST 11/23/,2004
V.018120905 F¥: 2006 LOC: ©83 OFF: 717 ALBEMARLE COUNTY

BUDGET CHECKLIST

1 Verification or Corrections to Address, Phone and Fax information —_
=2 Please enter name of contact person concerning budget submisssion .
3 Met all criteria to certify COR Career Dewvelopment Program v
. Met all criteria to certify Master Deputy COR Career Dewvelopment Program —
CONTACT NAME : XXXXXX

PHONE = KEXXXX EXTENSION = XX
E-MAIL = HEKHRKKXHKEHKHEKKEKEKK

F1=HELP FZ=AUTH BDG F3=EXIT F4=TOTALS FO=LOCALITY F11=DEVY¥ PROGRAM F12=MENU

He Bl

Connected to host 165.176.120.129 LI Siaz P

717 - DIRECTORS OF FINANCE AND 732 - TREASURERS
A NAVIGATIONAL PATH IS AVAILABLE WITHIN THE BUDGET CHECKLIST TO CERTIFY THAT NO ONE
MEETS THE CRITERIA FOR THE CAREER DEVELOPMENT PROGRAMS (CDP)

e NOTE:

v’ If applicable, the Officer must certify that no one meets the criteria for the Career
Development Program or Master Deputy Career Development Program
o You will receive a pop-up screen once you hit enter
o  Enter your UserID to Certify that no one meets the Criteria for the CDP

1 LIDS - EXTRA! Personal Client [SEET]
File EdEt View Tools Session Options Help

D= &= & | [e (3] 2ol | _elwf| a2|mE|ws| k2

MCB7 COIN BUDGET REQUEST 11/23/2004

V.91812005 FY¥Y: 2006 LOC: 883 OFF: 717 ALBEMARLE COUNTY

BUDGET CHECKLIST
X E XA RS EEEEEEEEEEEEEEEEEEEEEEEEEEREEREEEERESE.:

1. VYerification or Correcti = THIS 18 To CERTIFY THAT NO ONE MEETS THE * _
2. Please enter name of con CRITERIA FOR THE * —
3. Met all criteria to cert = * Y
4. Met all criteria to cert = COMMISSIONERS OF THE REVENUE *m —

# MASTER DEPUTY COMMISSIONERS OF THE REWENUE =

* CAREER DEVELOPMENT PROGRAM{S) *

* *

* USERID: _ DATE: 11/23/2004 *

#¥ CONTACT: *

# PF3=EXIT ENTER=PROCESS *

3636 36 36 3 3 36 I I I I I I I 3 IEIEIE I I M K I 3 3 M I IEIE I I I K MMM MM I NN KN
CONTACT NAME : XXXXXX

PHOMNE : XXXXX EXTENSION : XX

E-MAIL : XXXXXXXXXXXXXXXX

F1=HELP F2Z=AUTH BDG F3=EXIT F4=TOTALS FO=LOCALITY F11=DEY PROGRAPM F1Z=MENU

Hel @ iee.l 15/45

Connected ta host 165.176.120.129 () Z:40 P

IM Budget R...
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

734 - COMMISSIONERS OF THE REVENUE

= LIDS - EXTRA! Personal Client [EEET]
File Edit ¥iew Tools Session  ©ptions  Help

Dl |&| &) o ||| [5 (3] 3% dal ta] e|=8| af|H|ad| k2

MCB7 COIN BUDGET REQUEST 11/23/2004

V.01012005 FY: 20886 LOC: 849 OFF: 734 CUMBERLAND COUNTY

BUDGET CHECKLIST

1. VYerification or Corrections to Address, Phone and Fax information —_
2. Please enter name of contact person concerning budget submisssion _
3. Met all criteria to certify COR Career Development Program A g
4. Met all criteria to certify Master Deputy COR Career Dewvelopment Program _
CONTACT NAME =

PHONE = EXTENSION =
E-MAIL

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F9=LOCALITY F11=DEVY PROGRAM F12=MENU

He R 0.1 a8/s79

Conmected ko host 165.176.120. 129 UM

734 - COMMISSIONERS OF THE REVENUE
A NAVIGATIONAL PATH IS AVAILABLE WITHIN THE BUDGET CHECKLIST TO CERTIFY THAT NO ONE
MEETS THE CRITERIA FOR THE CAREER DEVELOPMENT PROGRAMS (CDP)

e NOTE:

v’ If applicable, the Officer must certify that no one meets the criteria for the Career
Development Program or Master Deputy Commissions of the Revenue Career Development
Program
o You will receive a pop-up screen once you hit enter
o  Enter your UserID to Certify that no one meets the Criteria for the CDP

i LIDS - EXTRA! Personal Client Elﬁ‘gl

File Edit Wew Tools Session Options Help
D[] & 0|5 i[5 (3] %] mi| ] o] af|m|al| w2|

MCB7 COIN BUDGET REQUEST 11/23/2004
V.818126085 FY: 20806 LOC: 849 OFF: 734 CUMBERLAND COUNTY

BUDGET CHECKLIST
AR AKX A A K EE K AR AR A XA A A AR XA A A AR AR A XA AKX KA A ARRR

1. Verification or Correcti = THIS IS TO CERTIFY THAT NO ONE MEETS THE * _
2. Please enter name of con #* CRITERIA FOR THE * _
3. Met all criteria to cert = * A
4. Met all criteria to cert = COMMISSIDNERS OF THE REWVENUE #*#m

# MASTER DEPUTY COMMISSIONERS OF THE REVENUE =

* CAREER DEVELOPMENT PROGRAM{S) *

* *

* USERID:= _ DATE: 11/23/2804 *

# CONTACT: *

# PF3=EXIT ENTER=PROCESS *

AR AKX KA A A KA A K AR AR AKX EA A AR XA A A AR AR AR AKX A AAARRR

CONTACT NAME =
PHONE =

EXTENSION =
E-MAIL

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FO=LOCALITY F11=DEY PROGRAM F12Z2=MENU

=T | @ :0a.1 15745

Conmected ko host 165.176.120.129 UM 4122 PM
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #8, BUDGET CHECK-OFF WORKSHEET

PROCEDURES:

e  Press the “TAB” key to go to the desired field

e Required data fields:
v' Enter a “Y” in the fields provided to indicate the required functions have been performed or
v Enter “N” in the instance a function is not applicable, “TAB”, then tab to the next field
v Repeat this process until you have entered a “Y” or an “N” in all fields provided

e  Enter required information on the person to contact for questions when reviewing your budget request
v" Contact Name
v Phone and Extension
v' E-Mail Address

e  ‘F9 Locality’ = Locality contact information

‘F3 =Exit’ - Closes the help window
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

W,
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d_i=l)
— 1T/

15. OPTION #9, SPECIAL PROGRAM CERTIFICATION

PURPOSE:

Specified Certification Programs are accessed from the main COIN menu. Program will determine based
on locality and office whether to produce any of the following:

e Master Deputy Career Development Program
e Career Prosecutor Development Program
e Juvenile Justice Certification
v" Located in Option #8, Budget Check-Off Information Worksheet to Certify
¢ Gang Prosecutor Program
e Treasurers Career Development Program
e  Deputy Treasurers Career Development Program
Please be advised that this form must be signed, certifying that you have a Deputy Treasurer
Career Development Program in place, whether or not your locality has Certified Deputy
Treasurers
v' If this program is not adopted the Treasurer is not eligible for their career development raise
v The blanks on this form are only for the names of Certified Deputy Treasurers, not deputies who
are participating and enrolled
e Commissioners of the Revenue Career Development Program
e Master Deputy Commissioners of the Revenue Career Development Program
v Please be advised that this form must be signed, certifying that you have a Deputy Commissioners
of the Revenue Career Development Program in place, whether or not your locality has Master
Deputies
v’ 1If this program is not adopted by Deputy Commissioners of the Revenue is not eligible for their
career development raise.
v The blanks on this form are only for the names of Master Deputies, not deputies who are
participating and enrolled

NAVIGATIONAL PATH:

e COIN Main Menu — Select #2, COIN Budget Request
e  COIN Budget Request Menu — Select Option #9, Special Program Certification

PROCEDURES:

e Read through each Special Program Certification Screen and if you comply with the program criteria
as stated
v Enter Officer’s Approval User-ID and
v List employees that participate in the Career Development Programs (Excludes Sheriffs/
Superintendent Master Deputy Program
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

304 - SHERIFFS

SCREEN 1 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

LIPS - EXTRA! Personal Client

Fil= Edit View Tools Session Options Help

D |E| &S| &e[o b 2] wli| ol af|m|as| w2|
MCB9 COIN BUDGET REQUEST 11/15/2004
V.21012005 FY: 2006 LOC: 949 OFF: 304 CUMBERLAND COUNTY

MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:

# PARTICIPATION IMN A PERSONMNEL EVALUATION PLAM MEETING THE MINIMUM
CRITERIA ESTABLISHED BY THE COMPENSATION BODARD.

COMPETITIVE SELECTION PROCESS IN WHICH THE SHERIFF/SUPERINTENDENT MAKES
THE FINAL DECISION REGARDING THE SELECTION.

MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE YEARS AS AN EMPLOYEE IN
THE OFFICE IN WHICH APPOINTMENT IS SOUGHT.

* JOB PERFORMANCE INCLUDING THWO CONSECUTIVE ANNUAL EVALUATIONS THAT MEET
ABOVE AVERAGE RATINGS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS

F&6=LST FS8=NEXT F12=MAIN

He B
Connected o hosk 165.176.120.129

72 start =

SCREEN 2 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

Z LIDS - EXTRA! Personal Client

File Edit wiew Tools Session Options Help

D3] @ & [o|a|fm 3] 2] ] ol a2|m|ul| w2
MCES COIN BUDGET REQUEST 11/15/2004
V.@1012005 FY: 2086 LOC: ©49 OFF: 384 CUMBERLAND COUNTY

MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:

#%# THE OFFICE HAS NOT HAD MORE THAN ONE PREVENTABLE ACCIDENT IN THE PAST 3
YEARS .

THE CDP CONTAINS A STATEMENT THAT ANY OFFICER SELECTED FOR THE CDP SHALL
NOT HAVE HIS STATUS REVOKED SOLELY AS A RESULT OF A REDUCTION IN THE
TOTAL NUMBER OF ELIGILBE GRADE EIGHT (8) COMPENSATION BOARD REIMBURSED
POSITIONS IN THE SHERIFF/REGIONAL JAILS.

A PROCEDURE FOR THE REMOVAL OF OFFICERS FROM THE CDP FOR INADEQUATE JOB
PERFORMANCE, DISCIPLINARY ACTION, OR FAILURE TO MAINTAIN MINIMUM
ADDITIONAL EDUCATIONAL REQUIREMENTS.

EQUAL OPPURTUNITY FOR ALL ASSISTANTS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F8=NEXT F12=MAIN

He @l @@l

Connected to host 165,176.120,129
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

304 - SHERIFFS

SCREEN 3 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

ZLIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D (=] & o [o]e][w 3] 3| | eolm| xf|m|al| w2
MCE9 COIN BUDGET REQUEST 11/15/2004

V.018120805 FY: 20806 LOC: ©49 OFF: 384 CUMBERLAND COUNTY
MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:

# THE CDP DOCUMENT MUST CONTAIN A STATEMENT THAT THE PURPOSE OF THE CDP IS
TO ENCOURAGE PROFESSIONALISHM IN THE OFFICE BY IMPROVING PERSONAL SKILLS,
KNOWLEDGE, AND ABILITIES OF GRADE EIGHT (8) DEPUTIES IN ORDER TO MEET
DEPARTMENT OBJECTIVES, AND TO REDUCE DEPUTY TURNOVER, PREVENTABLE VEHICLE
ACCIDENTS, EXCESSIVE SICK LEAVE USAGE, AND DISCIPLINARY ACTIONS.

*# THE CDP DOCUMENT MUST CONTAIN A STATEMENT THAT THE CDP IS A RECOGNITION
AND INCENTIVE PROGRAM BASED UPON INDIVIDUAL ACCOMPLISHMENT AND
MAINTENANCE OF SPECIFIC CRITERIA, AND THAT SELECTION IN THE CDP IS NOT
CONSIDERED A PROMOTION. THE STATEMENT MUST ALSO REFLECT THAT ALL DEPUTIES
SHALL BE SUBJECT TO CURRENT POLICIES AN PROCEDURES, INCLUDING
AMENDMENTS, AND THAT ESTABLISHED POLICIES AND PROCEDURE MAY BE AMENDEDED
BY THE SHERIFFS AT ANY TIME AND THAT ALL FINANCIAL INCENTIVES ARE SUBJECT
TO APPROVED FUNDING.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST Fo6=LST F7=PREV F8=NEXT F12=MAIN

Hel

Connected to host 165,176.120,129

o, 1 26/82

MU 1252 PM
C

SCREEN 4 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

Fil= Edit WView Tools Session Options Help

D e |& ]| S oo [ | [ 3] 2% dal ] _e|me| of|m|as| w2
MCB9 COIN BUDGET REQUEST 11751572004

V.81812085 FY¥Y: 2086 LOC: 049 OFF: 384 CUMBERLAND COUNTY
MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:
# THE OFFICER MUST QUALIFY ANNUALLY WITH A DEPARTMENT-APPROVED FIREARM WITH
A SCORE OF NOT LESS THAN 88 FOR THE MANDATORY IN-SERVICE FIREARM .
QUALIFICATIONS COURSE. EQUAL CONSIDERATION IS ALSO GIVEN TO THE OFFICER S
JUDGMENT AND ACTIONS BASED ON THE APPROPRIATE USE OF FORCE.

# THE OFFICER MUST COMPLETE A MINIMUM OF 48 HOURS OF SPECIALIZED TRAINING IN
ADDITION TO THE 48 HOURS MANDATED IN-SERVICE TRAINING REQUIRED BY THE
DEPARTMENT OF CRIMINAL JUSTICE SERVICES (DCIS). THIS TRAINING SHOULD BE
DESIGNED TO ENHANCE THE OFFICER'S CAREER AS A MASTER DEPUTY AND MUST BE
OTHER THAN THOSE REQUIRED BY LA OR REGULATION AS MINIMUM TRAINING
REQUIREMENTS. THE COURSE WORK MUST BE APPROVED BY THE SUPERINTENDENT OR
COMPLETED AT A CERTIFIED CRIMINAL JUSTICE ACADEMY.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F&6=LST F7=PREV F8=NEXT F1Z2=MAIN

Hel & :88. 1

Connected to host 165.176.120.129
P =
‘s start [ e
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

304 - SHERIFFS

SCREEN 5 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

L LIDS - EXTRA! Personal Client

File Edit “ew Taools Session Optians Help

DZ(E| 8 o [olelfe B8] R w@lt] o LIl M
MCBS COIN BUDGET REQUEST 11/15/2004
V.01012005 FV: 2006 LOC: 849 OFF: 304 CUMBERLAND COUNTY

MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

I HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:

% THE CDP INCLUDES SPECIFIC RULES REGARDING EXPECTED USE OF SICK LEAVE AND
REPORTING REQUIREMENTS, AND MUST BE CONSISTENT WITH THE LOCALITY S
POLICIES REGARDING THIS AREA.

# ADDITIONAL COMPENSATION.

THIS IS TO CERTIFY THAT THE MASTER DEPUTY PLAN IN THIS REGIONAL JAIL MEETS
THE MINIMUM CRITERIA FOR SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD
1 UNDERSTAND THAT 20% OF THE TOTAL OF GRADE 7 AND GRADE 8 DEPUTIES MAY
RECEIVE ADDITIONAL COMPENSATION REIMBURSED BY THE COMPENSATION BOARD AS A

RESULT OF BEING SELECTED FOR THE CDP AND THAT ADDITIONAL COMPENSATION SHALL
NOT EXCEED A 4-STEP (9.31%) INCREASE IN SALARY.

APPROVAL: OFFICER APPROVAL USER-ID: _
NAME :
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F7=PREVY F12=MAIN
Ael #1100, 1 20/61
Connected ko host 165,176,120,129 UM 12:52 FM
iy Start @ Inbox - Microsoft Out... | @ Fy06 COIN Budget R... 2, LIDS - EXTRA! Petson...

Compensation Board
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FY 07
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

304 - SUPERINTENDENTS

SCREEN 1 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

Z/LIDS - EXTRA! Personal Client

File Edit WView Tools Session Options Help

D= (R @ oo 3] 5] || ol|m] of|m|ul] 2|
MCB9 COIN BUDGET REQUEST 11/15/2004
V.01012005 FY: 2006 LOC: 460 OFF: 3084 PAMUNKEY REG JAIL

MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOMWING
CRITERIA:

* PARTICIPATION IN A PERSONMEL EVALUATION PLAN MEETING THE MINIMUM
CRITERIA ESTABLISHED BY THE COMPENSATION BOARD.

¥ COMPETITIVE SELECTION PROCESS IN WHICH THE SHERIFF/SUPERINTENDENT MAKES
THE FINAL DECISION REGARDING THE SELECTION.

MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE YEARS AS AN EMPLOYEE IN
THE OFFICE IN WHICH APPOINTMENT IS SOUGHT.

# JOB PERFORMANCE INCLUDING THWO CONSECUTIVE ANNUAL EVALUATIONS THAT MEET
ABOVE AVERAGE RATINGS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS

F&6=LST F8=NEXT F12=MAIN

Hell
Connected to host 165,176,120,129
Chimectec ol

7 =

72 start [@u

P6/02

CaP [MumM

SCREEN 2 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

Z LIDS - EXTRA! Personal Client

File Edit W¥iew Tools Session Options Help

D] S| & ele|w 3] #] 6] e 22| k2|
MCB9 COIN BUDGET REQUEST 11/15/2004
V.21012005 FY: 2006 LOC: 460 OFF: 384 PAMUNKEY REG JAIL

MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:

*# THE OFFICE HAS NOT HAD MORE THAN ONE PREVENTABLE ACCIDENT IN THE PAST 3
YEARS .

THE CDP CONTAINS A STATEMENT THAT ANY OFFICER SELECTED FOR THE CDP SHALL

NOT HAVE HIS STATUS REVOKED SOLELY AS A RESULT OF A REDUCTION IN THE
TOTAL NUMBER OF ELIGILBE GRADE EIGHT

{8) COMPENSATION BOARD REIMBURSED
POSITIONS IN THE SHERIFF/REGIONAL JAILS.

A& PROCEDURE FOR THE REMOVAL OF OFFICERS FROM THE CDP FOR INADEQUATE JOB
PERFORMANCE, DISCIPLINARY ACTION, OR FAILURE TO MAINTAIN MINIMUM
ADDITIONAL EDUCATIONAL REQUIREMENTS.

EQUAL OPPURTUNITY FOR ALL ASSISTANTS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREVY F8=NEXT F12=MAIN

Hel

Connected to host 165.176.120.129

el 26/02

cap oM 12:57 PM
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

304 - SUPERINTENDENTS

SCREEN 3 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options  Help

D0 |E| & &[] 3] ®] Lilv] o= u2|m || w2
MCB9 COIN BUDGET REQUEST 11/15/2004

V.P1012005 FY: 208806 LOC: 4680 OFF: 384 PAMUNKEY REG JAIL
MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:

# THE CDP DOCUMENT MUST CONTAIN A STATEMENT THAT THE PURPOSE OF THE CDP IS
TO ENCOURAGE PROFESSIONALISM IN THE OFFICE BY IMPROVING PERSONAL SKILLS,
KNOWLEDGE, AND ABILITIES OF GRADE EIGHT (8) DEPUTIES IN ORDER TO MEET
DEPARTMENT OBJECTIVES, AND TO REDUCE DEPUTY TURNOVER, PREVENTABLE WVEHICLE
ACCIDENTS, EXCESSIVE SICK LEAVE USAGE, AND DISCIPLINARY ACTIONS.

*# THE CDP DOCUMENT MUST CONTAIN A STATEMENT THAT THE CDP IS A RECOGNITION
AND INCENTIVE PROGRAM BASED UPON INDIVIDUAL ACCOMPLISHMENT AND
MAINTENANCE OF SPECIFIC CRITERIA, AND THAT SELECTION IN THE CDP IS NOT
CONSIDERED A PROMOTION. THE STATEMENT MUST ALSO REFLECT THAT ALL DEPUTIES
SHALL BE SUBJECT TO CURRENT POLICIES AN PROCEDURES, INCLUDING
AMENDMENTS, AND THAT ESTABLISHED POLICIES AND PROCEDURE MAY BE AMENDEDED

BY THE SHERIFFS AT ANY TIME AND THAT ALL FINANCIAL INCENTIVES ARE SUBJECT
TO APPROVED FUNDING.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST Fo6=LST F7=PREV F8=NEXT F12=MAIN

=1 | 26/02
Connected ko host 165,176,120,129 CAF UM 12:57 PM
onnected b he = .

/4 start =

SCREEN 4: OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

S LIDS - EXTRA! Personal Client

Fil=  Edit Wiew Tools Session  Options  Help

D& & &= |e|[w 5] 2] @] el o2|m|ss] w2
MCB9 COIN BUDGET REQUEST 11/15/2004

V.01812005 FY: 2006 LOC: 460 OFF: 384 PAMUNKEY REG JAIL
MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:
# THE OFFICER MUST QUALIFY ANNUALLY WITH A DEPARTMENT-APPROVED FIREARM WITH
A SCORE OF WNOT LESS THAN 80 FOR THE MANDATORY IN-SERVICE FIREARM i
QUALIFICATIONS COURSE. EQUAL CONSIDERATION IS ALSO GIVEMN TO THE OFFICER S
JUDGMENT AND ACTIONS BASED ON THE APPROPRIATE USE OF FORCE.

THE OFFICER MUST COMPLETE A MINIMUM OF 48 HOURS OF SPECIALIZED TRAINING IN
ADDITION TO THE 48 HOURS MANDATED IN-SERVICE TRAINING REQUIRED BY THE
DEPARTMENT OF CRIMINAL JUSTICE SERVICES (DCIS). THIS TRAINING SHOULD BE
DESIGNED TO ENHANCE THE OFFICER'S CAREER AS & MASTER DEPUTY AND MUST BE
OTHER THAN THOSE REQUIRED BY LAW OR REGULATION AS MINIMUM TRAINING
REQUIREMENTS. THE COURSE WORK MUST BE APPROVED BY THE SUPERINTENDENT OR
COMPLETED AT A CERTIFIED CRIMINAL JUSTICE ACADEMY.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREV F8=NEXT F12=MAIN

Holl

Connected to host 165.176,120,129

P6/02

CAP [Mur 12:58 PM
o
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

304 - SUPERINTENDENTS |

SCREEN 5 OF 5: MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

ZLIDS - EXTRA! Personal Client

File Edit View Tools Session Options Help

D|&|E| & & ]olmlfe 3] #] ] o|w LK

MCB9 COIN BUDGET REQUEST 11/15/2004
V.81012005 FY: 2006 LOC: 460 OFF: 304 PAMUNKEY REG JAIL

MASTER DEPUTY CAREER DEVELOPMENT PROGRAM

I HEREBY CERTIFY THAT THIS SHERIFF/REGIONAL JAIL INCORPORATES THE FOLLOWING
CRITERIA:
# THE CDP INCLUDES SPECIFIC RULES REGARDING EXPECTED USE OF SICK LEAVE AND

REPORTING REQUIREMENTS, AND MUST BE CONSISTENT WITH THE LOCALITY'S
POLICIES REGARDING THIS AREA.

* ADDITIONAL COMPENSATION.

THIS IS TO CERTIFY THAT THE MASTER DEPUTY PLAN IN THIS REGIONAL JAIL MEETS
THE MINIMUM CRITERIA FOR SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD
[ UNDERSTAND THAT 20% OF THE TOTAL OF GRADE 7 AND GRADE 8 DEPUTIES MAY
RECEIVE ADDITIONAL COMPENSATION REIMBURSED BY THE COMPENSATION BOARD AS A

RESULT OF BEING SELECTED FOR THE CDP AND THAT ADDITIONAL COMPENSATION SHALL
NOT EXCEED A 4-STEP (9.31%) INCREASE IN SALARY.

APPROVAL: OFFICER APPROVAL USER-ID: _
NAME
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS=FIRST F7=PREV F12=MAIN
Acll 100, 1 28/61
Connected to host 165.176.120.123 AP [NOM 12553 PM
Tistart | @ out. || : 5

IN Budget R...

Compensation Board
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

320 - COMMONWEALTH ATTORNEYS
PROSECUTOR CAREER DEVELOPMENT PROGRAM

SCREEN 1 OF 3: PROSECUTOR CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

File Edit View Tools Session Options Help

D= S| bl 3] %] Ll o= af|m@[al| k2|
MCB9 COIN BUDGET REQUEST 11/15/2004
V.21012005 FY: 2006 LOC: ©83 OFF:

3280 ALBEMARLE COUNTY

PROSECUTOR CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:

#*# PARTICIPATION IN AN EMPLOYEE EVALUATION PLAN MEETING THE MINIMUM CRITERIA:
ESTABLISHED BY THE COMPENSATION BOARD.

% COMPETITIVE SELECTION PROCESS IN WHICH THE COMMONWEALTH'S ATTORNEY MAKES
THE FINAL DECISION REGARDING SELECTION.

#*# MINIMUM LENGTH OF SERVICE REQUIRED

T IS THREE YEARS AS AN ASSISTANT
COMMONWEALTH S ATTORNEY

IN THE COMMONWEALTH OF VIRGINIA.

#%# JOB PERFORMANCE INCLUDING TWO CONSECUTIVE ANNUAL EVALUATIONS THAT MEET
ABOVE AVERAGE RATINGS, NO VIRGINIA STATE BAR DISCIPLINARY ACTION IN THE
PAST THREE YEARS, AND NO MORE SERIOUS DISCIPLINARY ACTION THAN ONE WRITTEN
REPRIMAND FROM THE COMMONWEALTH S ATTORNEY WITHIN THE PAST TWO YEARS.

Fl1=HELP F2Z=AUTH BDG F3=EXIT F4=TOTALS

F&6=LsST F8=NEXT F12=MAIN
Hel : 26/02
Connected to host 165.176.120,129 AP UM B

SCREEN 2 OF 3: PROSECUTOR CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options  Help

D0 |E| & &[] 3] ®] Lilv] o= u2|m || w2
MCB9 COIN BUDGET REQUEST

11/15/2004
V.91012085 FY: 2006 LOC: V83 OFF: 328 ALBEMARLE COUNTY

PROSECUTOR CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:

*# ADDITIONAL EDUCATION REQUIREMENTS OF FORTY HOURS ABOVE THE MINIMUM
VIRGINIA STATE BAR MCLE CREDITS IN THE LAST THREE YEARS PRECEDING
SELECTION HAVE BEEN ESTABLISHED TO MAINTAIN CAREER PROSECUTOR STATUS.

A PROCEDURE FOR THE REMOVAL OF ASSISTANTS FROM THE CDP FOR INADEQUATE JOB
PERFORMANCE, DISCIPLINARY ACTION, A VIRGINIA STATE BAR DISCIPLINARY
ACTION OR FAILURE TO MAINTAIN MINIMUM ADDITIONAL EDUCATIONAL REQUIREMENTS.
* EQUAL OPPORTUNITY FOR ALL ASSISTANTS.

# STATEMENT OF PURPOSE.

*# SCOPE OF THE PLAN.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST Fo6=LST F7=PREV F8=NEXT F12=MAIN

He R G081 P6/82
Connected ko host 165,176,120,129 CAF UM 2!
Sonnected o he

74 start = | LIDS - .
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

320 - COMMONWEALTH ATTORNEYS
PROSECUTOR CAREER DEVELOPMENT PROGRAM

SCREEN 3 OF 3: PROSECUTOR CAREER DEVELOPMENT PROGRAM

Al LIDS - EXTRA! Personal Client

File Edic view Tools Session Options Help

Dl |E| | om0 3] 3] Ll el=| =22\ ] k2|
MCB9 COIN BUDGET REQUEST 1171572004
V.01012005 F¥Y: 2006 LOC: 993 0OFF: 3280 ALBEMARLE COUNTY

PROSECUTOR CAREER DEVELOPMENT PROGRAM

I HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:

* UNDERSTANDING OF EMPLOYMENT STATUS AS AN ASSISTANT COMMONWEALTH S ATTORMEY
¥ ADDITIONAL COMPENSATION.

THIS IS TO CERTIFY THAT THE CAREER PROSECUTOR PLAN IMN THIS OFFICE MEETS THE
MINIMUM CRITERIA FOR SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD. 1
UNDERSTAND THAT FUNDING TO PROVIDE A SALARY INCREASE ASSOCIATED WITH THE
SELECTION OF A CAREER PROSECUTOR IS CONTINGENT UPON THE APPROVAL OF ADDITIOMNAL
FUNDING BY THE GENERAL ASSEMBLY.

APPROWVAL :

OFFICER APPROVAL USER-ID: _
NAME =

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST

F7=PREV F1Z=MAIN

He R
Connected to host 165.176.120
ot o ——

‘s Start | @ tnbe

Ll - 1% I Y

20/61

CAR NUM 2:55 PM
2 s - ExTRA!

320 - COMMONWEALTH ATTORNEYS
JUVENILE JUSTICE POSITIONS

The Juvenile Justice Position Certification is located on Option #8, Budget Check-off Information
Worksheet
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

320 - COMMONWEALTH ATTORNEYS
GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

SCREEN 1 OF 4: GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

Al LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D= || & 20 |e] e C3] 2] il v] ol af|m|ws| w2|
MCB 9 COIN BUDGET REQUEST

11/15/2004
V.el1lel12e05 FY: 2006 LOC: ©59 OFF:

320 FAIRFAX COUNTY

PROSECUTOR CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:

* PARTICIPATION IN AN EMPLOYEE EVALUATION PLAN MEETING THE MINIMUM CRITERIA:
ESTABLISHED BY THE COMPENSATION BOARD.

# COMPETITIVE SELECTION PROCESS IN WHICH THE COMMONWEALTH 'S ATTORNEY MAKES
THE FIMAL DECISION REGARDING SELECTION.

¥ MINIMUM LENGTH OF SERVICE REQUIRED

T IS THREE YEARS AS AN ASSISTANT
COMMONWEALTH S ATTORMNEY

IN THE COMMOMNWEALTH OF VIRGINIA.

#%# JOB PERFORMANCE INCLUDING THWO CONSECUTIVE ANNUAL EVALUATIONS THAT MEET
ABOVE AVERAGE RATINGS, NO VIRGINIA STATE BAR DISCIPLINARY ACTION IN THE
PAST THREE YEARS,

AND NO MORE SERIOUS DISCIPLINARY ACTION THAN ONE WRITTEN
REPRIMAND FROM THE COMMONWEALTH S ATTORNEY WITHIN THE PAST THO YEARS.

Fl1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS

F6=LsST F8=NEXT F12=MAIN
He R i @ell 26/82
Connected to host 185.176.120,129 UM 5:45 PM

SCREEN 2 OF 4: GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

i LIDS - EXTRA! Personal Client

File Edit View Tools Session Options Help

D= |E| S| om0 3] 2] L] ef#| o2|m|s| a2
MCB9 COIN BUDGET REQUEST

11/15/2004
V.91012085 FY: 2006 LOC: 859 OFF:

328 FAIRFAX COUNTY

PROSECUTOR CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:

*¥ ADDITIONAL EDUCATION REQUIREMENTS OF FORTY HOURS ABOVE THE MINIMUM
VIRGINIA STATE BAR MCLE CREDITS IN THE LAST THREE YEARS PRECEDING
SELECTION HAVE BEEN ESTABLISHED TO MAINTAIN CAREER PROSECUTOR STATUS.

A PROCEDURE FOR THE REMOVAL OF ASSISTANTS FROM THE CDP FOR INADEQUATE JOB
PERFORMANCE, DISCIPLINARY ACTION, A VIRGINIA STATE BAR DISCIPLINARY
ACTION OR FAILURE TO MAINTAIN MINIMUM ADDITIONAL EDUCATIONAL REQUIREMENTS.

#*# EQUAL OPPORTUNITY FOR ALL ASSISTANTS.
# STATEMENT OF PURPOSE.

*# SCOPE OF THE PLAN.

Fl=HELP F2Z=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F&6=LST F7=PREV FS8=NEXT F12Z=MAIN

Hel ea.l 26/02
Connected to host 165.176.120,129

CaR UM F:47 PM
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

320 - COMMONWEALTH ATTORNEYS
GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

SCREEN 3 OF 4: GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

Al LIDS - EXTRA! Personal Client

File Edic view Tools Session Options Help

Dl |E| | om0 3] 3] Ll el=| =22\ ] k2|
MCB9 COIN BUDGET REQUEST 1171572004
V.01012005 F¥Y: 2006 LOC: 959 0OFF: 3280 FAIRFAX COUNTY

PROSECUTOR CAREER DEVELOPMENT PROGRAM
I HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:

* UNDERSTANDING OF EMPLOYMENT STATUS AS AN ASSISTANT COMMONWEALTH S ATTORMEY
¥ ADDITIONAL COMPENSATION.
THIS IS TO CERTIFY THAT THE CAREER PROSECUTOR PLAN

IN THIS OFFICE MEETS THE
MINIMUM CRITERIA FOR SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD. 1
UNDERSTAND THAT FUNDING TO PROVIDE A SALARY

INCREASE ASSOCIATED WITH THE
SELECTION OF A CAREER PROSECUTOR IS CONTINGENT UPON THE APPROVAL OF ADDITIOMNAL
FUNDING BY THE GENERAL ASSEMBLY.

APPROWVAL :

OFFICER APPROVAL USER-ID: _
NAME =

F1=HELP F2Z=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST Fo6=LST F7=PREV FS8=NEXT F1Z=MAIN

He R

Connected to host 165.176.120.129
—

SCREEN 4 OF 4: GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

v Select ‘F8 Next’ to go to the Gang Prosecutor Career Development Program Screen

= LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

=== [ ] o 3] 3= )] e8] =2|6H|sd| 2
MCB9 COIN BUDGET REQUEST 11/15/2004
V.P1012005 FY: 2006 LOC: ©59 OFF: 3280 FAIRFAX COUNTY

GANG PROSECUTOR CAREER DEVELOPMENT PROGRAM

I HEREBY CERTIFY THAT THIS OFFICE

INCORPDODRATES THE FOLLOWING CRITERIA:
¥ ASSISTANT COMMONWEALTH ATTORNEY WILL BE DEDICATED TO PROSECUTING GANG-
RELATED CRIMINAL ACTIVITIES.

# PROSECUTORS WILL WORK ACROSS JURISDICTIONAL LINES BY PARTICIPATING IN A
VIRGINIA GANG WIOLENCE TASK FORCE.

¥ MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE YEARS AS AN ASSISTANT
ATTORNEY IN THE OFFICE IN WHICH APPOINTMENT IS SOUGHT.

# PROVIDE AN ANNUAL REPORT RELATED TO THESE POSITIONS.

APPROWVAL : OFFICER APPROVAL USER-ID: _
NAME =

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST

F7=PREV F12Z=MAIN

Hel @ 8!, 1

28/61
Connected ko host 165,176,120,129
Cotmec-edltalte
/4 start =
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

717 - DIRECTORS OF FINANCE

SCREEN 1 OF 5: DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

AL LIDS - EXTRA! Personal Client

Fl=  Edit view Tools Session  Options Help

D= & oo e | Toe 3] 3% wal i e |m8] of|ce|as| w2
MCB 9 COIN BUDGET REQUEST 11/1z2/2004
V.P1P12085 F¥: 2086 LOC: @49 OFF: 732 CUMBERLAND COUNTY

TREASURER 'S CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

A. 1 HAVE ACHIEVED LEVEL 11 CERTIFICATION FROM THE WELDON COOPER CENTER FOR
PUBLIC SERWVICE AT THE UNIVERSITY OF VIRGINIA.

B. 1 HAVE DEVELOPED AND IMPLEMENTED WRITTEN POLICIES CONSISTENT WITH STATE
AND FEDERAL LAWK ADDRESSIMNG LEAVE AND ATTENDANCE, EQUAL OPPORTUNITY,
SEXUAL HARASSMENT, RECRUITMENT AND SELECTION,

AND PERSONNEL DISCIPLINARY
PROCEDURES OR ADOPTED LOCAL GOVERNMENT POLICIES THAT MEET THE SAME

STANDARD .

C. 1 HAVE ADOPTED THE COMPENSATION BOARD S MINIMUM CRITERIA FOR PERSONNEL
EVALUATION PLANS, DELEGATION OF CLASSIFICATION AUTHORITY, AND DEPUTY
TREASURER CAREER DEVELOPMENT PLANS.

D. 1

HAVE A WRITTEN CUSTOMER SERVICE POLICY.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F6=LST F8=NEXT F12=MAIN

e, 1 Pe/02
Connecked to hosk 165,176, 120,129

SCREEN 2 OF 5: DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

ZLIDS - EXTRA! Personal Client

File Edit “iew Tools Session Options Help

DB & & [ne[em 8] b wi] o] (x| x|
MCES COIN BUDGET REQUEST

11/12/2004
V.01812085 FY: 2886 LOC: 849 OFF:

732 CUMBERLAND COUNTY

TREASURER'S CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

E. I HAVE A HRITTEN INVESTMENT POLICY.

F. THE AUDIT REPORT REPORTED NO FINDINGS OF MATERIAL FINANCIAL WEAKNESS UNDER
MY DIRECTION, AND THAT NO INTERNAL SHORTCOMINGS IDENTIFIED IN THE PRIOR
YEAR MANAGEMENT LETTER WERE REPEATED IN THE MOST RECENT AUDIT. 1 HAVE TWO
CONSECUTIVE AUDITS, FROM THE APA AND AN INDEPENDENT AUDIT FIRM, WITH THE
TIME PERIOD COVERED BY ALL AUDITS BEING COMPLETELY WITHIN MY TERM OF
OFFICE.

G. I

HAVE WRITTEN DELINQUENT COLLECTIONS POLICY CONTAINING COLLECTION RATES

FOR REAL ESTATE TAXES AND PERSONAL PROPERTY TAXES. THESE PERCENTAGES ARE
MEASURED 12 MONTHS AFTER EACH TAX YEAR'S DUE DATE OCCURRED DURING MY TERM
OF OFFICE. I HAVE CALCULATED MY COLLECTION RATE USING THE COMPENSATION
BOARD 'S FORMULA ESTABLISHED IN THE AMENDED MINIMUM CRITERIA FOR
TREASURER S CAREER DEVELOPMENT PROGRAMS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F&6=LST F7=PREV F8=NEXT F12=MAIN

Hel i i100.2 P6/D2
Zonnected to host 165,176,120,129
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

717 - DIRECTORS OF FINANCE

SCREEN 3 OF 5: DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

A2 LIDS - EXTRA! Personal Client

File Edt ‘wew Tools Session Options Help

D8] & & |wle| [ 3] ] il o] 22|6mE]s] k2]
MCE 9 COIN BUDGET REQUEST

11/12/2004
V.81lel12e85 FY: 28806 LOC: 849 OFF:

732 CUMBERLAND COUNTY
TREASURER 'S CAREER DEVELOPMENT PROGRAM

1 UNDERSTAND THAT I MUST SUBMIT THIS CERTIFICATION AS PART OF MY ANNUAL BUDGET
REQUEST TO THE COMPENSATION BOARD BY FEBRUARY

1 OF EACH YEAR IN ORDER TO BE
CONSIDERED FOR A 9.3% PAY RAISE EFFECTIVE THE FOLLOWING JULY 1ST.
1 AGREE TO PROVIDE SUCH DOCUMENTATION AS MECESSARY TO SUBSTANTIATE THIS
CERTIFICATION UPON REQUEST OF THE COMPENSATION BOARD, MY GOVERNING BODY OR
AMY INDIVIDUAL OR ORGANIZATION COVERED UNDER THE VIRGINIA FREEDOM OF
INFORMATION ACT. I UNDERSTAND THAT I WILL HAVE SEVEN BUSINESS DAYS TO RESPOND
TO COMPENSATION BOARD REQUESTS, AND THAT FAILURE TO RESPOND WITHIN THE TIME
LIMIT WILL RESULT IN MY APPLICATION FOR CERTIFICATION BEING DENIED FOR THAT
YEAR. I HAVE PROVIDED A COPY OF THIS CERTIFICATION TO MY GOVERNING BODY.

F1=HELP F2zZ=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST Fé6=LST F7=PREY F8=NEXT F12=MAIN

He Nl 0. 1

P6/02
Connected to host 165.176.120.129

SCREEN 4 OF 5: DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

=/ LIDS - EXTRA! Personal Client

File Edt Wiew Tools Session Options Help

D |Q| & o |o]m| [ 8] 2] kil ol 22| sf| W2
MCE9 COIN BUDGET REQUEST

11/12/2004
V.01812005 FY: 2006 LOC: 849 OFF:

732 CUMBERLAND COUNTY
TREASURER'S CAREER DEVELOPMENT PROGRAM

THE FOLLOWING EMPLOYEES IN MY OFFICE ARE ENROLLED & PARTICIPATING IN THE

CERTIFIED DEPUTY TREASURERS PROGRAM ADMINISTERED BY THE WELDON COOPER CENTER
FOR PUBLIC SERVICE

SOCIAL LAST

FIRST
SECURITY NAME

ENROLLED WITH
NAME

WELDON COOPER (Y/N)

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREW F8=NEXT F12=MAIN

Hel 08,1 14/02
Zonnected to host 165,176,120, 129 MUM
sernesed e b

74 start ! ] 3 : A
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

717 - DIRECTORS OF FINANCE

SCREEN 5 OF 5: DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

& LIDS - EXTRA! Personal Client

File Edt WYiew Tools Session Options Help

DI (B S| |o[e|f» B8] R i _o|| 2|@|a| |

MCE9 COIN BUDGET REQUEST
V.81812085 FY: 2806 LOC: 849 OFF: 732 CUMBERLAND COUNTY

11/12/2004

TREASURER S CAREER DEVELOPMENT PROGRAM

AUDITOR OF PUBLIC ACCOUNTS - YEAR REPORT ENDS 06 / 2086
INDEPENDENT AUDIT REPORT - YEAR REPORT ENDS 06 / 2086

NAME OF INDEPENDENT AUDIT REPORT:
REAL ESTATE: TAX YEAR: 2802

REAL ESTATE: TAX COLLECTION RATE: ©.95000 %
PERSONAL PROPERTY TAX YEAR: 2002

PERSONAL PROPERTY TAX COLLECTION RATE:

8.92000 %

APPROVAL: OFFICER APPROVAL USER-ID:

NAME :

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREVY F8=NEXT F12=MAIN

Hell i :00.1 09/37
Connected ko host 165.176.120.129 UM
———————

‘gstart @b Ft O, 0 F CoIn

TRA! Person...
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
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BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

717 - DEPUTY DIRECTORS OF FINANCE

SCREEN 1 OF 4: DEPUTY DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

File Edit Wew Tools Session Options Help

D] & & ole|[ o8] 2] il el o2|m|w| w2|
MCE 9 COIN BUDGET REQUEST

11/12/2004
V.81812805 FY: 2006 LOC: B849 OFF:

732 CUMBERLAND COUNTY

DEPUTY TREASURER'S CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOING CRITERIA:

A. CERTIFICATION OF PARTICIPATION IN A PERSONNEL EVALUATION PLAN MEETING THE
MINIMUM CRITERIA AS ESTABLISHED BY THE COMPENSATION BOARD.

B. COMPETITIVE SELECTION PROCESS IN WHICH THE TREASURER MAKES THE FINAL
DECISION REGARDING SELECTION.

MINIMUM LEMGTH OF SERVICE REQUIREMENT DOF THREE YEARS AS DEPUTY TREASURER
OR COMPARABLE SERWVICE IN THE OFFICE IN WHICH APPOINTHMENT IS SOUGHT.

JOB PERFORMANCE EVALUATION OF TWO CONSECUTIVE ANNUAL EVALUATIONS WHICH
1)

HAVE OVERALL ABOVE AVERAGE RATINGS;: (2) HAVE NO JOB PERFORMANCE
OBJECTIVE BELOW AVERAGE AND (3)

NO MORE THAN ONE WRITTEN REPRIMAND FROM
THE TREASURER WITHIN THE THWO YEARS IMMEDIATELY PRECEDING APPLICATION FOR
SELECTION.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREY F8=NEXT F12=MAIN

Hel

Pe/02
Connected to host 165,176,120, 125

SCREEN 2 OF 4: DEPUTY DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

2 LIDS - EXTRA! Personal Client

File Edt Wew Tools Session Options Help

el == e e g 1 3 = s B . el e E¥
MCES COIN BUDGET REQUEST

11/12/2004
V.01012005 FY: 2006 LOC: 849 OFF:

732 CUMBERLAND COUNTY
DEPUTY TREASURER S CAREER DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT THIS OFFICE
E.

INCORPORATES THE FOLLOWING CRITERIA:

ACHIEVEMENT OF MASTER GOVERNMENTAL DEPUTY TREASURER (LEVEL I1.
CERTIFICATION) BY THE WELDON COOPER CENTER FOR PUBLIC SERVICE AT THE
UNIVERSITY OF VIRGINIA, AND COMPLETION OF THE ANNUAL CONTINUING
EDUCATIONAL REQUIREMENT TO MAINTAIN THE MASTER GOVERMMENTAL DEPUTY
TREASURER DESIGNATION. ACHIEVEMENT OF ANY ADDITIONAL EDUCATION AND
TRAINING REQUIREMENTS ESTABLISHED BY THE TREASURER.

A PROCEDURE FOR THE REMOVAL OF DEPUTIES FROM THE CDP FOR INADEQUENT JOB
PERFORMANCE, DISCIPLIMARY ACTION, OR FAILURE TO MAINTAIN MINIMUM
ADDITIONAL EDUCATIONAL REQUIREMENTS.

EQUAL OPPORTUNITY FOR ALL DEPUTIES.
H. STATEMENT OF PURPOSE.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F&6=LST F7=PREV F8=NEXT F12=MAIN

el 00,1

P6/92
(Connected to host 165.176.120.129
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

717 - DEPUTY DIRECTORS OF FINANCE

SCREEN 3 OF 4: DEPUTY DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

</ LIDS - EXTRA! Personal Client

File Edt Yew Tools Session Options Help

el 1= = e g | 3 = e P L Al s E ¥l v

MCE 9 COIN BUDGET REQUEST 11/12/2004
V.01012005 FY: 2006 LOC: 849 OFF: 732 CUMBERLAND COUNTY

DEPUTY TREASURER'S CAREER DEVELOPMENT PROGRAM

I HEREBY CERTIFY THAT THE FOLLOWING COMPEMSATION BOARD FUNDED DEPUTY

TREASURERS MEET OR EXCEED THE CRITERIA SET FORTH IN C, D AND E, AND A 9.3%
SALARY INCREASE IS REQUESTED:

SOCIAL LAST FIRST

ENROLLED WITH
SECURITY NAME NAME

WELDON COOPER (Y/N)

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F&6=LST F7=PREV F8=NEXT F12=MAIN

He R N

14/02
Connected to host 165,176,120, 129

SCREEN 4 OF 4: DEPUTY DIRECTORS OF FINANCE CAREER DEVELOPMENT PROGRAM

S LIDS - EXTRA! Personal Client

File Edt ‘ew Tools Session Options Help

D=2 (E] & o[ (3] %] wilts] o] of|m|uf| w2
MCEB9 COIN BUDGET REQUEST 11/12/2004

V.01812885 FY: 2006 LOC: 849 QOFF: 732 CUMBERLAND COUNTY
DEPUTY TREASURER 'S CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOING CRITERIA:

1. SCOPE OF THE PLAN

J. UNDERSTANDING OF EMPLOYMENT AS DEPUTY TREASURER.
K. POSITIONS ELIGIBLE FOR PARTICIPATION IN THE PLAN.
L. STATEMENT OF ADDITIONAL COMPENSATION.

APPROVAL : OFFICER APPROWAL USER-ID: _
NAME =
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F7=PREV F12=MAIN
Hel 0.1 20/61
Connected to host 165.176.120.129 U 9:28 AM

Compensation Board

COIN Budget Request Users Guide
11/30/2005



CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

732 - TREASURERS

SCREEN 1 OF 5: TREASURER’S CAREER DEVELOPMENT PROGRAM

L LIDS - EXTRA! Personal Client
Fil= Edit View Tools Session Options Help

DB | 2o |@m [ (3] 3] il o= o2|m=|s2] w2]

MCB9 COIN BUDGET REQUEST 11/12/2004
V.81812085 FY¥Y: 2086 LOC: 049 OFF: 732 CUMBERLAND COUNTY

TREASURER'S CAREER DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

A. 1 HAVE ACHIEVED LEVEL I1 CERTIFICATION FROM THE WELDON COOPER CENTER FOR
PUBLIC SERVICE AT THE UNIVERSITY OF VIRGINIA.

B. 1 HAVE DEVELOPED AND IMPLEMENTED WRITTEN POLICIES CONSISTENT WITH STATE
AMND FEDERAL LAW ADDRESSING LEAVE AND ATTENDANCE, EQUAL OPPORTUNITY,
SEXUAL HARASSMENT, RECRUITMENT AND SELECTION, AND PERSONNEL DISCIPLINARY
PROCEDURES OR ADOPTED LOCAL GOVERNMENT POLICIES THAT MEET THE SAME
STANDARD .

C. 1 HAVE ADOPTED THE COMPENSATION BOARD 'S MINIMUM CRITERIA FOR PERSONMEL
EVALUATION PLANS, DELEGATION OF CLASSIFICATION AUTHORITY, AND DEPUTY
TREASURER CAREER DEVELOPMENT PLANS.

D. 1 HAVE A KWRITTEN CUSTOMER SERVICE POLICY.

F1=HELP F2Z=AUTH BDG F3=EXIT F4=TOTALS F&6=LST F8=NEXT F12=MAIN

Hel 0.1 P6/02
Connected to host 165.176.120.129 R 94 A
orn=cted to ho

g Start

SCREEN 2 OF 5: TREASURER’S CAREER DEVELOPMENT PROGRAM

=/ LIDS - EXTRA! Personal Client

File Edt Wiew Tools Session Options Help

D |Q| & o |o]m| [ 8] 2] kil ol 22| sf| W2
MCE9 COIN BUDGET REQUEST 11/12/20604

V.010120035 FY: 2086 LOC: 849 OFF: 732 CUMBERLAND COUNTY
TREASURER'S CAREER DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:
E. I HAVE A WRITTEN INVESTMENT POLICY.

F. THE AUDIT REPORT REPORTED NO FINDINGS OF MATERIAL FINANCIAL WEAKNESS UNDER
MY DIRECTION, AND THAT MNO INTERNAL SHORTCOMINGS IDENTIFIED IN THE PRIOR
YEAR MANAGEMENT LETTER WERE REPEATED IN THE MOST RECENT AUDIT. 1 HAVE TWO
CONSECUTIVE AUDITS, FROM THE APA AND AN INDEPENDENT AUDIT FIRM, WITH THE
TIME PERIOD COVERED BY ALL AUDITS BEING COMPLETELY WITHIN MY TERM OF
OFFICE.

G. I HAVE WRITTEN DELINQUENT COLLECTIONS POLICY CONTAINING COLLECTION RATES
FOR REAL ESTATE TAXES AND PERSOMNAL PROPERTY TAXES. THESE PERCENTAGES ARE
MEASURED 12 MONTHS AFTER EACH TAX YEAR'S DUE DATE OCCURRED DURING MY TERM
OF OFFICE. I HAVE CALCULATED MY COLLECTION RATE USING THE COMPENSATION
BOARD 'S FORMULA ESTABLISHED IN THE AMENDED MINIMUM CRITERIA FOR
TREASURER 'S CAREER DEVELOPMENT PROGRAMS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREW F8=NEXT F12=MAIN

Hell i :08.2 P6/D2

Connecked to host 165,176.120,129 UM 9:24 AM
5

+4 Start
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

732 - TREASURERS

SCREEN 3 OF 5: TREASURER’S CAREER DEVELOPMENT PROGRAM

A2 LIDS - EXTRA! Personal Client

[E[EES
File Edt ‘wew Tools Session Options Help

D8] & & |wle| [ 3] ] il o] 22|6mE]s] k2]
MCE 9 COIN BUDGET REQUEST

11/12/2004
V.81lel12e85 FY: 28806 LOC: 849 OFF:

732 CUMBERLAND COUNTY
TREASURER 'S CAREER DEVELOPMENT PROGRAM

1 UNDERSTAND THAT I MUST SUBMIT THIS CERTIFICATION AS PART OF MY ANNUAL BUDGET
REQUEST TO THE COMPENSATION BOARD BY FEBRUARY 1 OF EACH YEAR IN ORDER TO BE
CONSIDERED FOR A 9.3% PAY RAISE EFFECTIVE THE FOLLOWING JULY 1ST.

1 AGREE TO PROVIDE SUCH DOCUMENTATION AS MECESSARY TO SUBSTANTIATE THIS
CERTIFICATION UPON REQUEST OF THE COMPENSATION BOARD, MY GOVERNING BODY OR
AMY INDIVIDUAL OR ORGANIZATION COVERED UNDER THE VIRGINIA FREEDOM OF
INFORMATION ACT. I UNDERSTAND THAT I WILL HAVE SEVEN BUSINESS DAYS TO RESPOND
TO COMPENSATION BOARD REQUESTS, AND THAT FAILURE TO RESPOND WITHIN THE TIME
LIMIT WILL RESULT IN MY APPLICATION FOR CERTIFICATION BEING DENIED FOR THAT
YEAR. I HAVE PROVIDED A COPY OF THIS CERTIFICATION TO MY GOVERNING BODY.

F1=HELP F2zZ=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST Fé6=LST F7=PREY F8=NEXT F12=MAIN

He Nl 0. 1

P6/02
Connected to host 165.176.120.129

SCREEN 4 OF 5: TREASURER’S CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

File Edt Yisw Tools Session Options Help

D8] Gl o |effw 3| % &t o] 2| w2
MCES COIN BUDGET REQUEST 11/1272884

V.01012005 FY: 2006 LOC: 849 OFF: 732 CUMBERLAND COUNTY
TREASURER S CAREER DEVELOPMENT PROGRAM

THE FOLLOWING EMPLOYEES IN MY OFFICE ARE ENROLLED & PARTICIPATING IN THE

CERTIFIED DEPUTY TREASURERS PROGRAM ADMINISTERED BY THE WELDON COOPER CENTER
FOR PUBLIC SERVICE

SOCIAL LAST FIRST

ENROLLED WITH
SECURITY NAME NAME

WELDON COOPER (Y/N)

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV FB8=NEXT F12=MAIN

Hell 00,1

14/02
(Connected ta host 165,176,120, 129

M 9:25 AM

Compensation Board

COIN Budget Request Users Guide
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
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BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

732 - TREASURERS

SCREEN 5 OF 5STREASURER’S CAREER DEVELOPMENT PROGRAM

& LIDS - EXTRA! Personal Client

File Edt WYiew Tools Session Options Help

DI (B S| |o[e|f» B8] R i _o|| 2|@|a| |

MCE9 COIN BUDGET REQUEST 11/12/2004
V.81812085 FY: 2806 LOC: 849 OFF: 732 CUMBERLAND COUNTY

TREASURER S CAREER DEVELOPMENT PROGRAM
AUDITOR OF PUBLIC ACCOUNTS - YEAR REPORT ENDS 06 / 2086

INDEPENDENT AUDIT REPORT - YEAR REPORT ENDS 06 / 2086
NAME OF INDEPENDENT AUDIT REPORT:

REAL ESTATE: TAX YEAR: 2802

REAL ESTATE: TAX COLLECTION RATE: ©.95000 %

PERSONAL PROPERTY TAX YEAR: 2002
PERSONAL PROPERTY TAX COLLECTION RATE: ©.92000 %

APPROVAL: OFFICER APPROVAL USER-ID:

NAME

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREVY F8=NEXT F12=MAIN

Hell i :00.1 09/37
Connected ko host 165.176.120.129 UM 9:26 AM
———————

i start. | & e o = -

XTRA! Person...

Compensation Board

COIN Budget Request Users Guide
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

732 - DEPUTY TREASURERS

SCREEN 1 OF 4: DEPUTY TREASURER’S CAREER DEVELOPMENT PROGRAM

= LIDS - EXTRA! Personal Client

File Edit ¥iew Tools Session Options Help

Dl|E| & &lme[m 3] 2] @] || 22| w2
MCBS COIN BUDGET REQUEST 11/12/20804
V.210812005 FY: 20086 LOC: 849 OFF: 732 CUMBERLAND COUNTY

DEPUTY TREASURER'S CAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOING CRITERIA:

A. CERTIFICATION OF PARTICIPATION IN A PERSONNEL EVALUATION PLAN MEETING THE
MINIMUM CRITERIA AS ESTABLISHED BY THE COMPENSATION BODARD.

B. COMPETITIVE SELECTION PROCESS IN WHICH THE TREASURER MAKES THE FINAL
DECISION REGARDING SELECTION.

MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE YEARS AS DEPUTY TREASURER
OR COMPARABLE SERWVICE IN THE OFFICE IN WHICH APPOINTMENT IS SOUGHT.

JOB PERFORMANCE EVALUATION OF TWO CONSECUTIVE ANNUAL EVALUATIONS WHICH
(1)

HAVE OVERALL ABOVE AVERAGE RATINGS; (2) HAVE NO JOB PERFORMANCE
OBJECTIVE BELOW AVERAGE AND (3)

NO MORE THAN ONE WRITTEN REPRIMAND FROM
THE TREASURER WITHIN THE THO YEARS IMMEDIATELY PRECEDING APPLICATION FOR
SELECTION.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREY F8=NEXT F12=MAIN

Hel @00, 1 P6/02
Zonnected to host 165,176,120, 129 UM 2:26 AM
e e s

ig start F ™ ; :

SCREEN 2 OF 4: DEPUTY TREASURER’S CAREER DEVELOPMENT PROGRAM

=/ LIDS - EXTRA! Personal Client

File Edt Wisw Tools Session Options Help

D8] & o |o]e][w 8] 2] kil o= 22|6[xf] W2
MCB9 COIN BUDGET REQUEST

11/12/2004
V.01012005 FY: 2006 LOC: 849 OFF:

732 CUMBERLAND COUNTY
DEPUTY TREASURER'S CAREER DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT THIS OFFICE
E.

INCORPORATES THE FOLLOWING CRITERIA:

ACHIEVEMENT OF MASTER GOVERNMENTAL DEPUTY TREASURER (LEVEL I1.
CERTIFICATION) BY THE WELDOMN COOPER CENTER FOR PUBLIC SERWICE AT THE
UNIVERSITY OF VIRGINIA, AND COMPLETION OF THE ANMUAL CONTINUING
EDUCATIONAL REQUIREMENT TO MAINTAIN THE MASTER GOVERMMENTAL DEPUTY
TREASURER DESIGNATION. ACHIEVEMENT OF ANY ADDITIONAL EDUCATION AND
TRAINING REQUIREMENTS ESTABLISHED BY THE TREASURER.

A PROCEDURE FOR THE REMOVAL OF DEPUTIES FROM THE CDP FOR INADEQUENT JOB
PERFORMANCE, DISCIPLINARY ACTION,

OR FAILURE TO MAINTAIN MINIMUM
ADDITIONAL EDUCATIONAL REQUIREMENTS.

G. EQUAL OPPORTUNITY FOR ALL DEPUTIES.
H. STATEMENT OF PURPOSE.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F8=NEXT F12=MAIN

Hel w1001

P6/92
Connected to host 165.178.120.129

Compensation Board
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

732 - DEPUTY TREASURERS

SCREEN 3 OF 4: DEPUTY TREASURER’S CAREER DEVELOPMENT PROGRAM

D LIDS - EXTRA! Personal Client

File Edit ‘iew Tools Session Options Help

D | |8 @] ¢ || [3 (3] 2] dalio] _olws| 221c|ad] w2
MCB9 COIN BUDGET REQUEST 11/12/2004

V.910812005 FY: 2006 LOC: 849 OFF: 732 CUMBERLAND COUNTY
DEPUTY TREASURER 5 GCAREER DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THE FOLLOWING COMPENSATION BOARD FUNDED DEPUTY

TREASURERS MEET OR EXCEED THE CRITERIA SET FORTH IN C, D AND E, AND A 9.3%
SALARY INCREASE IS REQUESTED:

SOCIAL LAST FIRST

ENMROLLED WITH
SECURITY NAME NAME

WELDON COOPER (Y/N)

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREVY FS8=NEXT F12=MAIN

Hell i@, 1

Connected to host 165.176.120.129
—onnectec to n

7

+5 Start

SCREEN 4 OF 4: DEPUTY TREASURER’S CAREER DEVELOPMENT PROGRAM

D LIDS - EXTRA! Personal Client

File Edit Wew Tools Session  Options  Help

DD & & ]me 3] 3] wil ] o= a2|m|al| k2|
MCE 9 COIN BUDGET REQUEST 11/12/20064

V.8101208085 FY: 2006 LOC: B49 OFF: 732 CUMBERLAND COUNTY
DEPUTY TREASURER 5 CAREER DEVELOPMENT PROGRAM
I HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOING CRITERIA:
1. SCOPE OF THE PLAN
J. UNDERSTANDING OF EMPLOYMENT AS DEPUTY TREASURER.
K. POSITIONS ELIGIBLE FOR PARTICIPATION IN THE PLAN.
L

STATEMENT OF ADDITIONAL COMPENSATION.

APPROVAL : OFFICER APPROVAL USER-ID: _
NAME :
F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F7=PREV F12=MAIN
Hel @, 1 20/61

Connected to host 165.176.120,12%
S
+& start
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FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

734 - COMMISSIONERS OF THE REVENUE

SCREEN 1 OF 7: COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT PROGRAM

AL LIDS - EXTRA! Personal Client

File Edit wiew Tools Session Options  Help

Dl |E]| S| o] 3] 3] dal ] e || a2|m|wf| w2
MCB<9 COIN BUDGET REQUEST 11/12/2004

V.B81e128085 FY: 2006 LOC: B49 OFF: 734 CUMBERLAND COUNTY
COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOMWING CRITERIA:

A. 180 % OF ALL WRITTEN APPEALS OF ASSESSMENT FOR BPOL RECEIVED BY MY OFFICE
IN THE PAST TWELYE MONTHS WERE ISSUED A FINAL DETERMIMNATION WITHIN <98
DAYS FROM THE DATE OF RECEIPT OF ALL REQUESTED INFORMATION FROM THE
ATTORNEY GENERAL, DEPARTMENT OF TAXATION AND CLIENT.

B. 190 % OF ALL WRITTEN APPEALS OF ASSESSMENT OF TANGIBLE PERSONAL PROPERTY
AND OTHER LOCAL OPTION TAX ASSESSMENTS RECEIVED BY MY OFFICE IN THE PAST
THWELVYE MONTHS WERE ISSUED A FINAL DETERMINATION WITHIN 96 DAYS FROM THE
DATE OF RECEIPT OF ALL REQUESTED INFORMATION.

C. I HAVE ESTABLISHED AND IMPLEMENTED, AND THAT I MAINTAIN, A PROFESSIONAL,
UNIFORM AND EQUITABLE ASSESSMENT POLICY IN ACCORDAMNCE WITH THE GUIDELINES
PROVIDED IMN THE COR CDP.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F6=LST FB=NEXT F12=MAIN
T | 188, 1 26/82
Connected ko host 165,176.120,129 UM
"2 start =

2 LIDS - EXTRA! Personal Client
File Edit Yew Tools Session Options Heslp

D @] & e e fe 3] 2] &li] olm| «2|E|xf| w2
MCB9 COIN BUDGET REQUEST 1171272004

V.01012005 FY: 2086 LOC: 849 OFF: 734 CUMBERLAND COUNTY
COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRARM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOMWING CRITERIA:

D. I HAVE ESTABLISHED AND IMPLEMENTED, AND THAT I MAINTAIN, AN OBJECTIVE AND
SYSTEMATIC PROCESS OF DISCOVERING, ACCUMULATING AND EVALUATING FINANCIAL
RECORDS AND OTHER EVIDENCE IN ORDER TO DETERMINE CONFORMITY OF AD
VALOREM AND EXISE TAX FILINGS WITH THE APPLICABLE STATE AND LOCAL TAX
LAWS .

E. I HAVE A WRITTEN CONFIDENTIALITY POLICY AND THAT 1 HAVE ESTABLISHED A
PROCESS FOR INVESTIGATING PERSONNEL BREECHES OF CONFIDENTIALITY.

F. I HAVE A WRITTEN CUSTOMER SERVICE POLICY.

G. PRACTICE OF THE CODE OF ETHICS AND STANDARDS OF PROFESSIONAL CONDUCT OF
THE IAAOQ.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREV FS8=NEXT F12=MAIN

Hel 00,1 P6/02
“onnected to host 165,176,120, 129
————

is start
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CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #9, SPECIAL PROGRAM CERTIFICATION

734 - COMMISSIONERS OF THE REVENUE

SCREEN 3 OF 7: 734 - COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT PROGRAM

i LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D||B] @ & [ol@|fe 3] ®] wlv] ol 22|H|x| x2|
MCB9 COIN BUDGET REQUEST 11/12/2004

V.81012005 FY: 2006 LOC: 049 OFF: 734 CUMBERLAND COUNTY
COMMISSIONERS OF THE REVEMUE DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

G. I HAVE IMPLEMENTED A WRITTEN PROCEDURE FOR HAWNDLING FREEDOM OF
INFORMATION REQUESTS.

H. I HAVE IMPLEMENTED A PROCESS OF DISCOVERING AND APPLYING UNIFORM
PRACTICES FOR THE FILING, ABATEMENT AND APPEALS OF ALL LOCAL OPTION TAXES
THAT ARE ASSESSED BY MY LOCALITY.

I. M¥ PERSONAL PROPERTY BOOK WAS PRESENTED TO THE TREASURER OF MY LOCALITY
LISTING ALL ACCOUNTS THAT WERE ESTABLISHED BY SEPTEMBER 1 OF THIS YEAR OR
WITHIN 98 DAYS FROM THE DATE THE RATE OF TAX ON PERSONAL PROPERTY WAS
DETERMINED. (NOTE: 1 THE DEPARTMENT OF TAXATION EXTENDED THE DELIVERY FOR
SUCH BOOKS, PLEAE ATTACH CORRESPONDENCE PROVIDING VERIFICATION FOR THE
EXTENSION. )

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST Fo6=LST F7=PREV F8=NEXT F12=MAIN

Hel iee.l P6/BD2

Connected to host 165,176.120,129 rUM

< LIDS - EXTRA! Personal Client
File Edit Wew Tools Session  Options  Help

D& S| 0o (3] %] wi| ] o] of|m|ul| 2|
MCE S COIN BUDGET REQUEST 1171272004

V.21812085 FY: 2086 LOC: 849 OFF: 734 CUMBERLAND COUNTY
COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOMWING CRITERIA:

J. I HAVE DEVELOPED AND IMPLEMENTED WRITTEN POLICIES CONSISTENT WITH STATE
AND FEDERAL LAW ADDRESSING LEAVE AND ATTENDANCE, EQUAL OPPORTUNITY,
SEXUAL HARRASSMENT, RECRUITHMENT AND SELECTION AND PERSONNEL DISCIPLINARY
PROCEDURES OR ADOPTED LOCAL GOVERNMENT POLICIES THAT MEET THE SAME
STANDARD.

K. I HAVE IMPLEMENTED THE MINIMUM BASIC TECHNOLOGICAL METHODS AND PROCEDURES
REQUIRED TO PERFORM THE DUTIES OF THE COMMISSIONER OF THE REVENUE. I HAVE
A WRITTEN PLAN IN PLACE TO OUTLINE THE IMPLEMENTATION OF THE OPTIONAL
CRITERIA.

L. I HAVE ADOPTED THE COMPENSATION BOARDS 'S MINIMUM CRITERIA FOR PERSONNEL
EVALUATION PLANS, DELEGATION OF CLASSIFICATION AUTHORITY, AND DEPUTY
COMMISSIONER OF THE REVENUE PLANS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREY F8=NEXT F12=MAIN

He R ii@a.l 06/02

Connected ko host 165.176.120.129
P — =
72 start f=m

UM S:40 AM
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

734 - COMMISSIONERS OF THE REVENUE

SCREEN 5 OF 7: COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT PROGRAM

2 LIDS - EXTRA! Personal Client

Fil= Edit %iew Tools Session Options  Help

D] & & |oleflw 03] 2] et ol a2|m|w| w2|

MCE 9 COIN BUDGET REQUEST
V.@1812085 FY: 2086 LOC: 849 OFF:

11/12/2004
734 CUMBERLAND COUNTY

COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

M. I MEET THE MINIMUM CRITERIA FOR COR CDP AS ESTABLISHED HEREIN.
THE FOLLOWING ADDITIONAL SERVICES
=> 1080 % OF ALL WRITTEN APPEALS OF ASSESSMENT FOR REAL ESTATE

RECEIVED BY OFFICE IN THE PAST TWELVE MONTHS WERE ISSUED & FINAL
DETERMINATION WITHIN 908 DAYS FROM THE DATE OF RECEIPT OF THE APPEAL
=> I HAVE ACCOMPLISHED THE FOLLOWING WITH RESPECT TO THE PROCESSING OF
STATE INCOME TAX RETURNS:

I PROVIDE

MAINTAIN ACCESS TO THE DEPARTMENT OF TAXATION STATE TAX
ACCOUNTING AND REPORTING SYSTEM (STARS).

- PROCESS STATE INCOME TAX RETURNS AND ESTIMATED INCOME TAX
PAYMENTS AS REQUIRED PER DEPARTMENT OF TAXATION

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREY F8=NEXT F12=MAIN

Hel i

P06./02
Connected ko host 165.175.120.129
Fonnestete
‘s start = v —

LIDS - EXTRA! Personal Client
File Edit Yiew Tools Session Options Help

D[R] & o [omf[w 3] 0] wi] ofw| 2| |xf| w2
MCE9 COIN BUDGET REQUEST 11/12/2004
V.21012005 FY: 2006 LOG: 849 OFF: 734 GUMBERLAND COUNTY

COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM
1

CERTIFY THAT THE FOLLOWING EMPLOYEES ARE PARTICIPATING AND ENROLLED IN THE
MASTER DEPUTY COMMISSIONER OF THE REVENUE PROGRAM ADMINISTERED BY THE HWELDON
COOPER CENTER FOR PUBLIC SERVICE

SOCIAL LAST FIRST ENROLLED WITH
SECURITY NAME NAME WELDON COOPER (Y/N)

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F&6=LST F7=PREV FB8=NEXT F12=MAIN

Hel @ :i08. 1

Connecked to host 165,176.120,129
el
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

734 - COMMISSIONERS OF THE REVENUE

SCREEN 7 OF 7: COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT PROGRAM

S LIDS - EXTRA! Personal Client

File Edit Wew Tools Session Options Help

DI || & - |o|m]fs 8] %] wmliil _ole| ||| K|
MCB9 COIN BUDGET REQUEST

11/12/2004
V.01912005 FY: 2006 LOC: B49 QOFF:

734 CUMBERLAND COUNTY
COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT I HAVE MET OR EXCEEDED THE FOLLOWING CRITERIA:

=> 1 HAVE ACCOMPLISHED THE FOLLOWING WITH RESPECT TO THE PROCESSING OF
STATE INCOME TAX RETURNS:

- MET THE DISCLOSURE, SECURITY AND CONFIDENTIALITY REQUIREMENTS
AS IMPOSED BY THE DEPARTMENT OF TAXATION.

1 AGREE TO PROVIDE SUCH DOCUMENTATION AS NECESSARY TO SUBSTANTIATE THIS
CERTIFICATION UPON REQUEST OF THE COMPENSATION BOARD, MY GOVERNING BODY, THE

CORVA CERTIFICATION OVERSIGHT COMMITTEE OR ANY INDIVIDUAL ORGANIZATION COVERED
UNDER THE FREEDOM OF INFORMATION ACT. 1 HAVE PROVIDED A COPY OF THIS
CERTIFICATION TO MY GOVERNING BODY.

APPROVAL: OFFICER APPROVAL USER-ID:

NAME

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV F8=NEXT F12=MAIN

dell i:00.1 28/61
Connected to host 165.176.120,129 UM 9141 AM
e

i4 start @ Inbox oI 2 Py

IN Budget R... 2 LIDs -

C
TRA! Persan... &)H 941 AM
=
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

734 - DEPUTY COMMISSIONERS OF THE REVENUE

SCREEN 1 OF 4: MASTER DEPUTY COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT
PROGRAM

= LIDS - EXTRA! Personal Client

Fils Edit “ew Tools Ssssion  Options  Hslp

D] & & ole| o3 2] il el a2|m|xf| w2|
MCB 9 COIN BUDGET REQUEST

11/12/2004
V.81e12805 FY: 2006 LOC: 849 OFF:

734 CUMBERLAND COUNTY
MASTER DEPUTY COMMISSIONERS OF THE REVYENUE

DEVELOPMENT PROGRAM
1 HEREBY CERTIFY THAT THIS OFFICE

INCORPORATES THE FOLLOWING CRITERIA:

A. PARTICIPATION IN THE PERSONNEL EVALUATION PLAN MEETING THE MINIMUM
CRITERIA ESTABLISHED BY THE COMPENSATION BOARD.

B. COMPETITIVE SELECTION PROCESS IN WHICH THE COR MAKES THE FINAL DECISION
REGARDING SELECTION.

MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE

YEARS AS AN EMPLOYEE 1IN
THE OFFICE IN WHICH APPOINTMENT IS SOUGHT.

D. JOB PERFORMANCE INCLUDING TWO CONSECUTIVE ANNUAL EVALUATIONS THAT MEET
ABOVE AVERAGE RATINGS.

NQO WRITTEN REPRIMANDS WITHIN THE PAST THOD YEARS.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREY F8=NEXT F12=MAIN

=7y | @100, 1 P6/02
Connected ko host 165.1765.120.129 UM 9:42 AM
onneckec ko o

74 start X E... : z

SCREEN 2 OF 4: MASTER DEPUTY COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT

PROGRAM

< LIDS - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D |W] &| &[0 |6 [ (3] 3] | ta] o] 22|E || k2|
MCES COIN BUDGET REQUEST

11/12/2004
V.010120805 FY: 2006 LOC: 849 OFF:

734 CUMBERLAND COUNTY
MASTER DEPUTY COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM

1 HEREBY CERTIFY THAT THIS OFFICE
F.

INCORPORATES THE FOLLOWING CRITERIA:

ACHIEVEMENT OF MASTER DEPUTY COR DESIGNATION BY THE WELDON COOPER CENTER
FOR PUBLIC SERVICE, UNIVERSITY OF VIRGINIA, AND CONTINUING EDUCATIONAL
REQUIREMENTS HAVE BEEN ESTABLISHED TO MAINTAIN CAREER DEPUTY STATUS.

G. A LETTER OF RECOMMENDATION

IS ON FILE FROM THE MDCR’'S IMMEDIATE
SUPERVISOR IF THAT PERSON

IS SOMEONE OTHER THAN THE COR.

A PROCEDURE FOR THE REMOVAL OF DEPUTIES FROM THE CDP FOR INADEQUATE JOB
PERFORMANCE, DISCIPLINARY ACTION, OR FAILURE TO MAINTAIN MINIMUM
ADDITIONAL EDUCATIONAL REQUIREMENTS.

1. EQUAL OPPORTUNITY FOR ALL DEPUTIES.
J. STATEMENT OF PURPOSE.

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREVY FS8=NEXT F12=MAIN

Hell 08, 1 P6/02
Connected to host 165,176,120, 129 UM £l
connected to fe

74 start [ = y ) :
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OPTION #9, SPECIAL PROGRAM CERTIFICATION

734 - DEPUTY COMMISSIONERS OF THE REVENUE

SCREEN 3 OF 4: MASTER DEPUTY COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT
PROGRAM

< LIDS - EXTRA! Personal Client

File Edit Wew Tools Session  Options  Help

D|E| & &mle| e 3] ®] @] el a2|m(sf] w2
MCB9 COIN BUDGET REQUEST

11/12/2004
V.01812005 FY: 2006 LOC: B49 OFF:

734 CUMBERLAND COUNTY
MASTER DEPUTY COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM

I HEREBY CERTIFY THAT THE FOLLOWING COMPENSATION BOARD FUNDED DEPUTY
COMMISSIONERS MEET OR EXCEED THE CRITERIA SET FORTH IMN C, D, E AND F ABOVE.
A 9.3% SALARY INCREASE IS REQUESTED.

SOCTAL LAST

FIRST
SECURITY NAME

ENROLLED WITH
NAME

WELDON COOPER (Y/N)

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS FS5=FIRST F6=LST F7=PREY F8=NEXT F12=MAIN

EHell %100, 1

14/92
Connected to host 165.176.120,129

SCREEN 4 OF 4: MASTER DEPUTY COMMISSIONERS OF THE REVENUE CAREER DEVELOPMENT
PROGRAM

ZLIDS - EXTRA! Personal Client

File Edit View Tools Session Options Help

Dl|E| & & mle[w 3] 2] @] || 22|E|f] w2
MCE 9 COIN BUDGET REQUEST

11/12/2004
V.01812005 FY: 2006 LOC: B49 OFF:

734 CUMBERLAND COUNTY

MASTER DEPUTY COMMISSIONERS OF THE REVENUE DEVELOPMENT PROGRAM
I HEREBY CERTIFY THAT THIS OFFICE INCORPORATES THE FOLLOWING CRITERIA:
K. UNDERSTANDING OF EMPLOYMENT STATUS AS A DCR.
L. POSITIONS ELIGIBLE FOR PARTICIPATION IN THE PLAN: AND
M. ADDITIONAL COMPENSATION.

THIS IS TO CERTIFY THAT THE CAREER DEVELOPMENT PLAN IN THIS OFFICE MEETS THE

MINIMUM CRITERIA FOR SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD.
1 HAVE PROVIDED A COPY OF THIS CERTIFICATION TO MY COUNTY ADMISNISTRATOR/CITY
MAMNAGER .

APPROWVAL : OFFICER APPROWAL USER-ID: _
NAME :

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F5=FIRST F7=PREV F12=MAIN
He N 08,1 20/61
Connected to host 165.176.120,12% UrM £l

74 start (= ¥ :
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16. OPTION #10, CERTIFY BUDGET REQUEST

PURPOSE:

This Certify Budget Request is accessed from the COIN Budget Request Menu. This screen enables the

Local Officer to certify that the budget request is accurate and also enables the Compensation Board to
approve that the budget request is accurate.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu - Select Option #10, Certify Budget Request

ALL CONSTITUTIONAL OFFICERS

= CIDH - EXTRA! Personal Client

(BR[|
File Edit Wiew Tools Session Options Help
D] @ & [o|e] e 3] ®] w@| ] ol 42|H|xs| k2|

MCBS COIN BUDGET REQUEST 18/26/2004
V.91012085 FY: 2006 LOC: B49 OFF: 384 CUMBERLAND COUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA,
SALARY SUPPLEMENTS, LOCALLY FUNDED POSITIONS, AND MY ANTICIPATED FUNDING NEEDS
FOR THE UPCOMING FISCAL YEAR. I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COPY OF
ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD.

APPROVAL:

LOCALITY: DATE: 18/26/2004 OFFICER LOGON:

CcB H DATE : CB LOGON:

F1=HELP F2=AUTH BDG F3=EXIT F4=TOTALS F12=MENU

Connected to host 165,176.120,129

AR UM 1:52 PM
CMLINE B ..

SMLTNE BUDGE. ... Z, CIDH - ExTRAI Persa... @ )i 4 1:52 PM

HELPFUL HINTS:

e Ifyou enter your Officer Approval User ID to submit your budget request and all screens that have
required fields have not been processed, the system will not accept your sign off
v Under this condition, the system will inform you that a required process has not been completed
and a message will direct you to the incomplete process selection on the On-line Budget Menu
e  Once you have submitted your budget request you may not further modify your request
v From the time of your submission, which is due February 1, until the completion of the budget
approval process you may view only your submission

Compensation Board
COIN Budget Request User Guide
11/30/2004

16-120



CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)
FY 07
BUDGET REQUEST USERS GUIDE

OPTION #10, CERTIFY BUDGET REQUEST

HELPFUL HINTS (CONTINUED):

e Upon approval of your budget on May 1, you will be able to view your budget submission as
approved, which will include any adjustments made by the Compensation Board
e Please check your request for any final changes
v If your approval User ID has been entered, you cannot make changes to your Budget Request.
v If your screen has the error messages on the bottom of the screen, you have not Certified
o Please go back to the ‘Option’ shown in error on the bottom of your screen and complete the
required fields, and return to the certification screen to certify your budget request

PROCEDURES:

e Enter your ‘USER ID’ as the ‘Officer Logon’ to Certify fiscal year budget submission

e  Press the “Enter” key after completing the information requested to proceed to the next screen, or
e Select Hot Key ‘F3’ to exit the screen to the Budget Request Menu

e See ‘F’ Function Hot key section of this Users Guide to see available features

Compensation Board 16-121
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17. OPTION #11, COMMENTS
PURPOSE:

The Comments screen is accessed from the COIN Budget Request Menu. This screen allows comments by
any local officer or Compensation Board representative.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #11, Comments

ALL CONSTITUTIONAL OFFICERS

=L CIDH - EXTRA! Personal Client
File Edit Wiew Tools Session Options Help

Dl & el o ol |5 (3] 52| ] o] o= of|cd|ar| wz|

HMCBA COIN BUDGET REQUEST 18/26/2004
V.018120905 F¥: 2006 LOC: ©49 OFF: 384 CUMBERLAND COUNTY
COMMENTS
A (A)Y—ADD NEW COMMENT PAGE ©©0 OF 88
(D)—-DELETE CURRENT COMMENT
F1=HELP F2Z=AUTH BDG F3=EXIT F4=TOTALS Fl2Z=MENU

<2 start

HELPFUL HINTS:

e  There are unlimited ‘Comment’ screens that allows the entry of comments in a free form format

e  This screen will Time Out if your computer is idol for 15 minutes
v Suggest that you have all the information needed to start this process

e The use of these screens is optional and the data entered is not edited

e  This screen is available for any information you think is necessary for the Compensation Board to
know about your on-line budget request

e  There are limited screens available for your comments, so keep this in mind, as you may wish to send
paper documentation for more detailed comments

PROCEDURES:

e Input the information you want to address

e Reference the section of the on-line budget request your comments are referring to
v" Example: Option #2, Additional Employee Request

e Select Hot Key ‘F3’ to exit out screen to the Budget Request Menu

e See ‘F’ Function Hot key section of this Users Guide to see available features
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18. BUDGET REQUEST TOTALS

PURPOSE:

The ‘F4=Totals’ Function Hot Key screen reflects your Budget Request Totals. These screens capture your
Current Budget, Budget Requested Totals and Compensation Board Approved Budget for the next fiscal
year that will be displayed by May 1 of each year. The categories captured within these screens are
Permanent Personnel, Additional Personnel, Temporary Personnel, Office Expenses and Equipment.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Function Key ‘F4’

HELPFUL HINTS:

e  The Budget Request Totals are displayed on three screens
v Screen #1 displays the totals for Permanent and Temporary Personnel funding requests
v Screen #2 displays the totals for Equipment funding requests and
v Screen #3 displays the totals for all budget request categories
e To navigate through the screens use the ‘F7’ key to view a previous page or ‘F8’ to view the next page
e This screen can be accessed from any Budget Request screen by depressing the ‘F4’° key
e Depressing the ‘F3’ key will return you to the screen from which you accessed the Budget Request
Totals.

e ‘F4’, Displays budget request totals for your entire budget request

ALL CONSTITUTIONAL OFFICERS

15T SCREEN OF 3:

=L CIDH - EXTRA! Personal Client

File Edit Wiew Tools Session Options Help

D= & 2w o (3] | L] o= af|m|ws| k2|
MCBB-A COIN BUDGET REQUEST 18/29/2004 B9:32

V.p1852085 FY¥: 2005 LOC: 849 0OFF: 384 CUMBERLAND COUNTY
BUDGET REQUEST TOTALS
PERMANENT PERSONNEL

BUDGET —ESTIMATED BUDGET- REIM —ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 406,133 48,248 454,381 406, 133 48,248 454,381
REQUESTED 406,133 48,248 454,381 406,133 48,248 454,381
COMP BOARD 429,987 51,0882 481,069 429,987 S1,882 481,069
TOTAL PERMANENT PERSONNEL : 15

TEMPORARY PERSONNEL

BUDGET -ESTIMATED BUDGET- REIM —-ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 8,952 1,062 19,014 8,952 1,862 19,014
REQUESTED 8,952 1,862 19,014 8,952 1,862 8,014
COMP BOARD 8,952 1.962 19,014 8,952 1,862 D.014
TOTAL TEMPORARY PERSONMEL : 6

F1l1=HELP F2=AUTH BDGT F3=MENU F4=TOTALS FS5=FRST F6=LAST F7=PREV F8=NEXT F12=MENU

Connected to host 165,176,

UM
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BUDGET REQUEST TOTALS

ALL CONSTITUTIONAL OFFICERS

PROCEDURES:

e 15T SCREEN OF 3:

v' ‘CURR BDGT’ — This line of information refers to the ‘base’ request information using your
currently authorized budget information as of January 1, 2005

v ‘REQUESTED’ — This line of information refers to the budget request that you have made or are
in the processing of making
o This information is subject to change as you make revisions to your budget request
o This information becomes ‘locked-in’ when the Constitutional Officer or designee certifies
their budget request

v' ‘COMP BOARD?’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
o During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o When budgets requests are approved by the Compensation Board (May 1* of each year) this
information also becomes ‘locked-in’

v' ‘FRINGE’ benefits listed are estimates only

v ‘REIMBURSABLE’ figures displayed are the actual dollar amounts that will be returned to your
locality
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BUDGET REQUEST TOTALS

ALL CONSTITUTIONAL OFFICERS

e F4=TOTALS (CONTINUED)

2™? SCREEN OF 3:

i CIDH - EXTRA! Personal Client

File Edit wiew Tools Session Options Help

Dl &) [ o]e][% 3] 2] sl o] el atlm(sl| w2
MCBB-B COIN BUDGET REQUEST 180/29/2004 09:32

V.018520805 FY: 2005 LOC: 049 OFF: 3804 CUMBERLAND COUNTY

BUDGET REQUEST TOTALS
EQUIPMENT

NEW NEMW REPLACE REPLACE TOTAL TOTAL STRESSED
QTY COST QTY cosT QTY COST COST
TOTAL CATEGORY A: DATA PROCESSING

a ] 1 6,000 1 6,000 4,699
TOTAL CATEGORY B: OFFICE EQUIPMENT

2 =] 2 3,200 2 3,200 2,506

EQUIPMENT TOTAL:
a ]

3 9,200 3 9,200 7,285
a a a a a %] a

F1=HELP F2=AUTH BDGT F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREVY F8=NEXT F12=MENU

Connected to host 165,176.120,129

3R? SCREEN OF 3:

<1 LIDS - EXTRA! Personal Client

File Edit View Tools Session Options Help

D || & &lmn|o]fe 3] %] wlw| el a2 w2|
MCBB-C COIN BUDGET REQUEST 11/16/2004 13:12
V.P10852085 FY: 2005 LOC: B849 OFF: 384 CUMBERLAND COUNTY
BUDGET REQUEST SUMMARY TOTALS
TOTAL PERMANENT PERSONNEL.: CURR BDGT 454,381 REIMBURSABLE 454,381
REQUESTED 454,381 454,381
COMP BOARD 481,869 481,869
TOTAL ADDITIONAL POSITIONS: CURR BDGT a
REQUESTED 576,682
COMP BOARD 578,682
TOTAL TEMPORARY PERSONNEL.: CURR BDGT 19,814 REIMBURSABLE 19,014
REQUESTED 10,814 18,814
COMP BOARD 19,814 19,014
TOTAL OFFICE EXPENSES.....: CURR BDGT 4]
REQUESTED 27,281
COMP BOARD a
TOTAL EQUIPMENT EXPENSES..: CURR BDGT a
REQUESTED %]
COMP BOARD a

Fl=HELP F2Z=AUTH BDGT F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F8=NEXT F12=MENU

He R

Connected to host 165.176.120.129

8o, 1
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BUDGET REQUEST TOTALS

ALL CONSTITUTIONAL OFFICERS

e 2P SCREEN OF 3:

v This screen displays equipment totals by equipment category

v" FIRST LINE of information displayed relates to the request you have made or in the process of
making
o This information is subject to change as you make revisions to your budget request
o Line | becomes ‘locked-in” when the Constitutional Officer certifies their budget request

v' SECOND LINE of information displayed relates to the in-progress or approved request as
completed by the Compensation Board
o During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o When budgets requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

e 3R SCREEN OF 3:

v Displays totals for each budget request broad-based category:
o Permanent Personnel

Temporary Personnel Funding

Additional Positions

Office Expense Funding and

Equipment Requests

O O O O

v' ‘CURR BDGT’ - This line of information refers to the ‘base’ request information using your
currently authorized budget information as of January 1, 2005

v' ‘REQUESTED’ - This line of information refers to the budget request that you have made or are
in the processing of making
o This information is subject to change as you make revisions to your budget request
o This information becomes ‘locked-in’ when the Constitutional Officer or designee certifies
their budget request

v’ ‘COMP BOARD’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
o During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
o  When budgets requests are approved by the Compensation Board (May 1* of each year) this
information also becomes ‘locked-in’

e Select Hot Key ‘F3’ to exit out screen to the Budget Request Menu

e See ‘F’ Function Hot key section of this Users Guide to see available features
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19. DATA DICTIONARY

DATA ELEMENT

Additional Beds
Apr_Count
Aug_Count
Base Amount
Budget Salary
Cafeteria_Flag

Calendar_Year

Category

CD_Aud_Firm
CD_Aud_Priv_Date
CD Aud Pub Date
CD Flag

CD_PP Percent
CD_PP Tax Year
CD_Re Percent
CD_Re Tax Year
City

Class

Close Date
Completion_Date
Cooks
Correctional Off
Court_Servc_Staff
Dec_Count

Delete Date

DEFINITION
Number of additional beds created by expansion
April work item count
August work item count
Total Requested amount
Requested Budgeted salary amount
Denotes whether payroll deductions should occur. 'Y' denotes yes; 'N' denotes no. Possibly
overridden by per cafeteria_Flag. For example, if loco.Cafeteria Flag ='Y" and
pers.Cafeteria_Flag = 'N' no payroll deductions would be calculated. If the flag
Calendar year change is in effect or Calendar Year on which work items are being reported.
This is used so that additional work items can be used independently of one another and so that
the number of hours needed to perform a work item can be changed without affecting others.
Denotes broad budget category. Valid values are A='Data Processing', B='Office Equipment’,
C="Furniture', D='"Radio Equipment' and E="Presentation Equipment'
Name of Firm conducting audit
Date of Private Audit
Date of Public Audit

Denotes office participates in career development program. Y denotes yes; N or blank denotes
no.

Delinquent personnel property collection rate

Most recent year delinquent personal property bills were sent out

Delinquent real estate collection rate

Most recent year delinquent real estate bills were sent out

City - cannot be blank

Class Code associated with position or Class Code for Temp II B position

Date Office Closed

Estimated completion date of jail's expansion

Number of additional cooks needed to support expansion

Number of additional Correctional Officers needed to support expansion

Number of staff needed to perform court services duties. Applies only the office 304
December work item count

Date when the Broadcast message can be deleted. Will be deleted by 1st user accessing the
broadcast message on the specific date

Description Description of the work item being collected
Display_Sequence Denotes the order in which to display the work item on screens, reports and downloads
Extension Phone extension for Office
FAX Number Fax Number for Office
Feb_ Count February work item count
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DATA ELEMENT
FICA Rate
FICA_Salary Limit

FIN
FIN_Suffix

FIPS
Fips_Flag
First Name
Fiscal Year

Fund Source Federal

Fund_Source Local
Fund Source Other
Fund_Source SCB
Hourly Rate
Hours_Per Item
Hours_Per Year
INS Rate
Insurance Flag

Item

Jail Expan Flag

Jail Staffing
Jan_Count

Jul Count
Jun_Count

Last Name
Law_Enforec Staff
Level

Medicaid Rate
Medical
Middle Init
Msg_Data

Compensation Board
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FY 07
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DATA DICTIONARY

DEFINITION
FICA Rate
FICA Salary Cap amount. Once this amount has been reached (on a calendar year basis) FICA
will no longer be computed; the medicaid_rate will be used instead
First 9 positions of Federal Tax ID number. Denotes who receives funds. Used during
reimbursement processes.
Last 2 positions of Federal Tax ID number. Denotes who receives funds. Used during
reimbursement processes.
FIPS code used by specific office. Except for regional jails, should be same as locality number
Only used by office '100' to denote a valid FIPS used by the locality
Temp II B employee's first name
The fiscal year (July 1 - June 30) associated with the budget request
Funding source for position. Y denotes partially federal funded position
Funding source for position. Y denotes partially locally funded position
Funding source for position. Y denotes other source of funding
Funding source for position. Y denotes partially CB (Commonwealth) funded position
Requested hourly wage amount
The number of hours needed to complete one (1) unit of work
Number of hours to work annually
Insurance Reimbursement Rate
Denotes whether insurance calculations should occur. "Y' denotes yes; 'N' denotes no. Possibly
overridden by pers.INS_Flag. For example, if loco.INS Flag ='Y" and pers.INS_Flag ="N'
no insurance would be calculated. If the flag is set to N in this table.
Description of equipment item for which a budget request is being made. If category is 'Data
Processing' then valid values are VCIN package, Livescan, File Server, PC or Personal
Computer, Printer, Scanner. If category is 'Office Equipment' valid values a
Denotes a jail expansion is planned. Applies to office 304 only
Number of staff needed to staff the jail
January work item count
July work item count
June work item count
Temp II B employee's last name
Number of staff needed to perform law enforcement duties. Applies only the office 304.

Denotes changes by either CO or CB. 10 denote budget positions record as created (or
supplied) on 12/31. 20 denote record as requested by CO or designee. 30 - Denotes record as
approved by CB.

Medicaid rate. Used when FICA Salary limit has been reached

Number of additional Medical staff needed to support expansion
Temp II B employee's middle initial
Broadcast Message
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DATA ELEMENT
Locality

Locality WorkHours
Locality-Name

Mar_ Count

May Count
New_Cost

New_Qty
Nov_Count

Number Positions
Oct_Count

Office

Office Name
Officer 1980 Sal
Officer_Info
Open_Date
Parttime Flag

Planned Expansion
Population_Group
Population_Type
Position Num

Posted Date
Process_Status

Program_Code
Provisional Pop
Qtrl_Count
Qtr2_Count
Qtr3_Count
Qtr4_Count
SSN

Staffing Pop

State
State Staff Needed

Compensation Board
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DATA DICTIONARY

DEFINITION
Locality Code - With the exception of the Regional Jails, Drug Prosecutors, close offices with
hold harmless payments and a few others, the locality code will be equal to the FIPS.
Hours needed to perform locality duties
Name of Locality
March work item count
May work item count
Per Item Cost of New Item
Requested quantity of new Item
November work item count
Positions requested per class
October work item Count
Office Code - 100 denotes Governing Bodies; 304 denotes Sheriffs and Regional Jails; 320
denotes Commonwealth's Attorneys; 321 denotes Clerks of the Circuit Court; 732 denotes
Treasurers and Directors of Finance; 734 denotes Commissioners of the Revenue
Name of Office. For example, 'Office of the Sheriff
The salary amount for the CO in 1980. Used by offices 732 and 734 only.
Denotes the Officer has reviewed the Name and Address Information.
Date Office Opened
Denotes office is a part-time office. Used primarily in Commonwealth's Attorneys' offices. P
denotes part-time; F or blank denotes fulltime
Denotes a jail expansion is planned
Denotes general population range as found in SCBCCODE. (Need Values)
Denotes source of general population figure - 'C' denotes Census; '"T' denotes Tayloe-Murphey

Number associated with the position record. Assigned sequentially with the exception of
emergency positions, which start with '7'. Once assigned cannot be changed. Relates to
Position Num on SCBCPOSI.

Date Broadcast message was added to COIN

Denotes the status of the budget request. Spaces denote the Compensation Board has not
reviewed the request

Used during reimbursement process. need better explanation

Population of Locality

January through March work item count

April through June work item count

July through September work item count

October through December work item count

SSN of new employee

Sum of population of participating jurisdictions for regional jail; population of locality for
city/county jail

State Abbreviation - cannot be blank

Number or staff needed to perform state duties
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DATA ELEMENT

Reim_Amount
Replace Cost
Replace Qty
Salary Rate
Sep_Count
Sequence

Stressed Cost
Sub_Program
Suffix

Tag

Telephone

Times Read
Total Salary
Transferred From

CONSTITUTIONAL OFFICER INFORMATION NETWORK (COIN)

FY 07
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DATA DICTIONARY

DEFINITION
Amount that will be reimbursed to locality
Per Item Cost of Replacement Item
Requested quantity of replacement Item
Salary Reimbursement Rate
September work item count
Sequential number used to distinguish order of broadcast messages. Messages will be
displayed in sequence number order.
Total Stressed Cost Amount
Used during reimbursement process. need better explanation
Temp II B employee's name suffix. For example, Jr. Sr.
Used to link the descriptions to the actual data entered by the locality/office
Phone number for Office
Denotes the number of times a specific broadcast message has been read.
Total salary amount requested

Denotes position will be transferred from other locality/office. Primarily used when jail staff
from a sheriff's office transfers into a regional jail

Type Denotes the type of work item being collected. 'S' denotes work being done on behalf of the
state. 'L' denotes working being done on behalf of the locality. Denotes type of budget
expense total record. 'SALEX' denotes permanent salaries; "TMPEX' denotes temporary
personnel salary amounts; 'OFFEX' denotes office expenses amount; 'EQPEX' denotes
equipment totals

VRS Rate VRS Reimbursement Rate

Year Count Yearly work item count

Zip First 5 positions of zip code. Cannot be blank and must be numeric

Zip Plus Last 4 positions of zip code. Can be blank. Store spaces in this field as the default value.
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20. CLASSIFICATIONS AND PAY PLANS

304 - SHERIFFS

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE SHERIFF
JANUARY 1, 2005 - JUNE 30, 2005

PAY .

CLASS TITLE ABBREV BAND ROLE MIN MAX
GENERAL OFFICE CLERK GC
SECRETARY | SECI 1 Administrative | 17,584 33,096
COOK A CKA
SECRETARY II SECII
COOKB CKB
COMMUNICATIONS Sr.
OPERATOR COMOP| 2 | Administrative | 21010 | 40442
COMMUNICATIONS
SUPERVISOR il
ADMIN STAFF SPECIALIST | ADMSS 3 Professional 25,004 46,913
LIDS TECHNICIAN 1 .
(NON-SWORN) LT1 3 Professional 25,004 46,913
LIDS TECHNICIAN 2 .
(NON-SWORN) LT2 6 Sr. Professional | 29,354 61,270
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CLASSIFICATIONS AND PAY PLANS

304 - SHERIFFS

CLASSIFICATION AND PAY PLAN FOR LAW ENFORCEMENT, COURT SERVICES, AND
CORRECTIONAL OFFICERS
JANUARY 1, 2005 - JUNE 30, 2005

PAY "
CLASS TITLE ABBREV BAND ROLE MIN MAX

C/CSI/L C/CSI/L
CORRECTIONAL OFFICER C7
COURT SERVICES OFFICER CS7
LAW ENFORCEMENT OFFICER L7
CORRECTIONS OFFICER TECH CT7

3 Professional 25,004 46,913
CORRECTIONAL OFFICER C8
COURT SERVICES OFFICER CS8
LAW ENFORCEMENT OFFICER L8
CORRECTIONS OFFICER TECH CT8
CORRECTIONAL OFFICER
COURT SERVICES OFFICER MDC9,
LAW ENFORCEMENT OFFICER MDCS9,
MASTER DEPUTY MDL9
CORRECTIONS OFFICER TECH CT9
CORRECTIONAL OFFICER c10 6 Sr. Professional | 29,354 61,270
COURT SERVICES OFFICER CS10
LAW ENFORCEMENT OFFICER L10
CORRECTIONAL OFFICER C11
COURT SERVICES OFFICER CS11
LAW ENFORCEMENT OFFICER L11
CORRECTIONAL OFFICER C12
COURT SERVICES OFFICER CS12
LAW ENFORCEMENT OFFICER L12
CORRECTIONAL OFFICER C13 .
COURT SERVICES OFFICER cs13 8 ;‘;ﬁ‘;”;fn"erxi 39,192 | 103,034
LAW ENFORCEMENT OFFICER L13 9
CORRECTIONAL OFFICER c14
COURT SERVICES OFFICER CS14
LAW ENFORCEMENT OFFICER L14
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CLASSIFICATIONS AND PAY PLANS

304 - SHERIFFS

CLASSIFICATION AND PAY PLAN FOR MEDICAL, TREATMENT, AND CLASSIFICATION

PERSONNEL
JANUARY 1, 2005 - JUNE 30, 2005
PAY "
CLASS TITLE ABBREV BAND ROLE MIN MAX

MEDICAL _PMED

TREATMENT _PTRT .

CLASSIFICATION “PCLS 3 Professional 16,380 31,272
RECORDS _PRECS

*P - denotes partially
funded
_ - denotes a space

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional
Officer cannot exceed 90% of the salary of the Constitutional Officer.
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CLASSIFICATIONS AND PAY PLANS

304 - SUPERINTENDENTS

CLASSIFICATION AND PAY PLAN FOR REGIONAL JAIL OFFICERS
JANUARY 1, 2005 - JUNE 30, 2005

PAY .
CLASS TITLE ABBREV | L 4F | ROLE MIN | MAX

GENERAL OFFICE CLERK R__GC

SECRETARY | RSEC1 1 Administrative | 17,584 33,096

COOK A R_CKA

SECRETARY i RSEC2 sr.

COOK B RCKB | 2 |Administrative| 21010 | 40442

ADMIN STAFF SPECIALIST RADMS | 3 | Professional | 25,004 | 46,913

LIDS TECHNICIAN 1
(NON-SWORN)

LIDS TECHNICIAN 2
(NON-SWORN)

R_LT1 3 Professional 25,004 46,913

R_LT2 6 |Sr. Professional| 29,354 61,270

CLASSIFICATION AND PAY PLAN FOR REGIONAL JAIL OFFICERS
JANUARY 1, 2005 - JUNE 30, 2005

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX

CORRECTIONAL OFFICER R__C7
CORRECTIONS OFFICER TECH R_CT7

3 Professional 25,004 46,913
CORRECTIONAL OFFICER R__C8
CORRECTIONS OFFICER TECH R_CT8
CORRECTIONAL OFFICER R__C9
CORRECTIONS OFFICER TECH R_CT9
MASTER DEPUTY RMDC9 -
CORRECTIONAL OFFICER R_C10 6 |Sr. Professional| 29,354 61,270
CORRECTIONAL OFFICER R_C11
SUPERINTENDENT SUP11
CORRECTIONAL OFFICER R_C12
SUPERINTENDENT SUP12
CORRECTIONAL OFFICER R_C13 Supervisory/
SUPERINTENDENT SUP13 £ Management 39,192 | 103,034
CORRECTIONAL OFFICER R_C14
SUPERINTENDENT SUP14
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304 - SUPERINTENDENTS

CLASSIFICATION AND PAY PLAN FOR MEDICAL, TREATMENT, AND

CLASSIFICATION PERSONNEL IN REGIONAL JAILS
JANUARY 1, 2005 - JUNE 30, 2005

PAY "
CLASS TITLE ABBREV BAND ROLE MIN MAX
MEDICAL RPMED
TREATMENT RPTRT .
CLASSIFICATION RPCLS 3 Professional 16,380 31,272
RECORDS RPREC

*P - denotes partially
funded
_ - denotes a space

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional

Officer cannot exceed 90% of the salary of the Constitutional Officer.
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CLASSIFICATIONS AND PAY PLANS

320 - COMMONWEALTH’S ATTORNEYS

CLASSIFICATION AND PAY PLAN FOR EMPLOYEES OF THE COMMONWEALTH'S ATTORNEY
INELIGIBLE TO ENGAGE IN PRIVATE PRACTICE
JANUARY 1, 2005 - JUNE 30, 2005

PAY .
CLASS TITLE ABBREV BAND ROLE MIN MAX
SECRETARY SEC
JUVENILE JUSTICE SECRETARY JSEC
DRUG PROSECUTOR ASSISTANT DPAII Sr.
PARALEGAL ASSISTANT PA 2 Administrative 21,010 40,442
JUVENILE JUSTICE PARALEGAL JPA
ADMINISTRATIVE ASSISTANT | AAI
ADMINISTRATIVE ASSISTANT I AAIl 5 Professional 28,143 48,332
ATTORNEY | ATTI
JUVENILE JUSTICE ATTORNEY | JATTI
ATTORNEY II ATTI 9 Sr. Professional| 40,193 82,487
CAREER PROSECUTOR CPIl
JUVENILE JUSTICE CAREER PROSC JCPII
ATTORNEY llI ATIII s . /
DRUG PROSECUTOR Il DPIII 10 upervisoryl 1 55 507 | 102,834
Management
ATTORNEY IV ATTIV

CLASSIFICATION AND PAY PLAN FOR EMPLOYEES OF THE COMMONWEALTH'S ATTORNEY
ELIGIBLE TO ENGAGE IN PRIVATE PRACTICE
JANUARY 1, 2005 - JUNE 30, 2005

PAY .
CLASS ABBREV | g\ ROLE MIN MAX
SECRETARY A SECA
JUVENILE JUSTICE SECRETARY A JSECA s

r.
SECRETARY B SECB | 2 | administrative | 10:505 | 20,221
PARALEGAL ASSISTANT B PAB
JUVENILE JUSTICE PARALEGAL B JPAB
ATTORNEY A ATTA
JUVENILE JUSTICE ATTORNEY A JATTA | 9 |Sr.Professional| 20,096 | 41,245
ATTORNEY B ATTB

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional Officer cannot
exceed 90% of the salary of the Constitutional Officer.
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CLASSIFICATIONS AND PAY PLANS

321- CLERKS OF CIRCUIT COURT

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE
CLERK OF CIRCUIT COURT
JANUARY 1, 2005- JUNE 30, 2005

CLASS TITLE ABBREV
MICROFILM -
TECHNICIAN
GENERAL OFFICE coc
CLERK i
CLERK TYPIST Il
DEPUTY CLERK | DCI
CASHIER CASH
BOOKKEEPER BKKR
SENIOR CLERK TYPIST | SCT
ACCOUNTING AT
TECHNICIAN DEPUTY | T
CLERK Il
DEPUTY CLERK Ill DCll
ADMINISTRATIVE AA
ASSISTANT
DEPUTY CLERK IV DCIV
ACCOUNTANT ACCT
ASSISTANT CHIEF
DEPUTY ACD
CHIEF DEPUTY CLERK 1| CDCI
COMPTROLLER COMP
CHIEF DEPUTY CLERK Il| CDCII
CHIEF DEPUTY CLERK | o 5

PAY
BAND

ROLE

Administrative

Sr.
Administrative

Professional

Sr. Professional

Supervisory/
Management

MIN MAX*
17,584 | 33,096
21,010 | 40,442
25,117 | 51,649
30,009 | 67,457
39,192 | 103,034

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional

Officer cannot exceed 90% of the salary of the Constitutional Officer.
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CLASSIFICATIONS AND PAY PLANS

717- DIRECTORS OF FINANCE

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE DIRECTOR OF FINANCE
JANUARY 1, 2005 - JUNE 30, 2005

PAY "
CLASS TITLE |ABBREV BAND ROLE MIN MAX

GENERAL OFFICE
CLERK GC/CTII
CLERK TYPIST I
FISCAL 1 Administrative 17,584 33,096
ASSISTANT
DEPUTY | FA/DI/SECI
SECRETARY |
DEPUTY I .. .
SECRETARY Il DII/SECII 2 Sr. Administrative 21,010 40,442
DEPUTY il
ADMINISTRATIVE DIII/AA .
ASSISTANT 4 Professional 25,117 51,649
DEPUTY IV DIV
CHIEF DEPUTY | |CDI .

7 Sr. Professional 30,009 67,457
CHIEF DEPUTY Il |CDII
CHIEF DEPUTY lll |CDIIl i

8 ARSI 39,192 103,034
CHIEF DEPUTY IV |CDIV Management

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional Officer cannot

exceed 90% of the salary of the Constitutional Officer.
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732- TREASURERS

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE TREASURER
JANUARY 1, 2005 - JUNE 30, 2005

PAY "
CLASS TITLE ABBREV BAND ROLE MIN MAX

GENERAL OFFICE
CLERK GC/CTII
CLERK TYPIST Il

1 Administrative 17,584 | 33,096
FISCAL ASSISTANT
DEPUTY I FA/DI/SECI
SECRETARY |
DEPUTY I . . .
SECRETARY II DII/SECII 2 Sr. Administrative 21,010 | 40,442
DEPUTY Il
ADMINISTRATIVE DIII/AA .
ASSISTANT 4 Professional 25,117 | 51,649
DEPUTY IV DIV
CHIEF DEPUTY I CDI .

7 Sr. Professional 30,009 | 67,457
CHIEF DEPUTY II CDIl
CHIEF DEPUTY Il CDlil .

8 Supervisory/ Management | 39,192 | 103,034
CHIEF DEPUTY IV CDIV

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional

Officer cannot exceed 90% of the salary of the Constitutional Officer.
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CLASSIFICATIONS AND PAY PLANS

734- COMMISSIONER OF THE REVENUE

CLASSIFICATION AND PAY PLAN FOR SUPPORT PERSONNEL OF THE COMMISSIONER OF THE
REVENUE

JANUARY 1, 2005 - JUNE 30, 2005

CLASS TITLE ABBREV
GENERAL OFFICE CLERK GC
CLERK TYPIST CT
TAX EXAMINER | TEI
DEPUTY | DI
SECRETARY | SECI
DEPUTY I DI
SECRETARY I SECII
MAPPING TECHNICIAN MT
DEPUTY lii DIl
ADMINISTRATIVE AA
ASSISTANT

DEPUTY IV DIV
CHIEF DEPUTY | CDI
CHIEF DEPUTY I CDIl
CHIEF DEPUTY Il cDlll
CHIEF DEPUTY IV CDIV

PAY
BAND

ROLE

Administrative

Sr. Administrative

Professional

Sr. Professional

Supervisory/ Management

MIN MAX*
17,584 33,096
21,010 40,442
25,117 51,649
30,009 67,457
39,192 103,034

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional Officer cannot
exceed 90% of the salary of the Constitutional Officer.
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